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This schedule applies tdJniversity of Washington

Scope of records retention schedule

This records retention schedule authorizes the destruction/transfer of the public records of the University of Washiragtog telthe unique functions of the
university. The schedule is to be used in conjunction with 8tate Government General RecorRetention Schedule (SGGRRE)ch authorizes the
destruction/transfer of public records common to all state agencies.

Disposition of public records

Public records covered by records series within this records retention schedule (regardless of foustabemetained for the minimum retention period as
specified in this schedule. Washington State Archives strongly recommends the disposition of public records at the @ndiofrthen retention period for the
efficient and effective management of statesources.
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requests.

Revocation of previously issued records retention schedules
All previously issued records retention scheduleshe University of Washington (excluding U.W. Medicine) are revoked. The University of Washington mus
ensure that the retention and disposition of public records is in accordance with current, approved records retentioneschedul

Authority
This records retention schedule was approved by the State Records Committee in accordance with RCW 40.Ad4dis 52@20.

Signature on File Signature on File Signature on File Signature orfile

For the State Auditor: For the Attorney General: For the Office of Financial Managemen The State Archivist:
Al Rose Suzanne Becker Gwen Stamey Steve Excell
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REVISION HISTORY

Version Date of Approval Extent of Revision

1.0 June 6, 2012 Consolidation of all existing disposition authorities (with some minor revisions).
1.1 September 5, 2012 | Minor revisions.

1.2 December 5, 2012 | Minor revisions (especially to Grant and Contract Accounting, Intercollegiate AthleticBagnall sections).
13 March 6, 2013 Minor revisions.

14 June 5, 2013 Minor revisions.

15 September 4, 2013 | Minor revisions.

1.6 March 5, 2014 Minor revisions.

17 June 4, 2014 Minor revisions.

1.8 September 3, 2014 | Minor revisions.

19 December3, 2014 | Minor revisions.

1.10 March 12, 2015 | Minor revisions.

1.11 September 2, 2015 | Minor revisions.

1.12 December 2, 2015 | Minor revisions.

1.13 March 2, 2016 Minor revisions.

1.14 June 29, 2016 Minor revisions.

1.15 September 7, 2016 | Minor revisions.

1.16 December 7, 2016 | Minor revisions

1.17 March 1, 2017 Minor revisions

1.18 June 14, 2017 Minor revisions
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2.0 September 6, 2017 | Minor revisions
2.1 April 4, 2018 Minor revisions
2.2 August 1, 2018 Minor revisions
2.3 October 32018 Minor revisions
2.4 December 5, 2018 | Minor revisions
2.5 February 6, 2019 | Minor revisions
2.6 April 3, 2019 Minor revisions
2.7 Juneb, 2019 Minor revisions
2.8 August 7, 2019 Minor revisions.
2.9 October 2, 2019 | Minor revisions.
2.10 December 4, 2019 | Minor revisions.
211 February 5, 2020 | Minor revisions.
2.12 June 32020 Minor revisions.
2.13 August 5, 2020 Minor revisions.
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FASY 0O A Y@= 1 =TT G O =T o (=T PSR PR SROT 114
/15/22/01/ Enroliment Management: Enroliment INfOrMation SEIVICES..........oii ittt e e et e e e e ettt e e e et e e e e e anres 114
JR G @ 1o o A =T g T L AN 1 = UL SO PP PR PTR 115
JR G707 =L (= o= F= o L PP PP PR PR PPR 115
FA 0T I - Vo L= g g = TSI Vo B T =Y o o U PEEERRR 115
116/07/ Broadcast Services: KUOW RAGIO SEALION.........eeiriieiiiieertie ittt ettt et e s e et e e e sa e e are e e e sh et e et et e e as e e e se e e s amne e e aane e e sanneeanneesnnenesannneens 117
116/09/ Office Of NEWS AN INFOIMATIONL. ... ...eiiiiiiiieie et e e e ettt eeeeeeeeeesasaa et e atee e e e eeeaeeeesaa s s s teebeeeeaaeeeaeeesssannssssbeseeeeaeaaneeesesannssnrennenns 118
I 1T 1YY PP PSS 119
JA R oo =To [l o) Y g 3= T g [o S Yol [T o (o T TP PP PP PP PTPPPP 120
JA R[0T AN A Tl o [= 10T YA N A C 1= 1 [=T o S P PP PP PP PRPP O 120
/19/08/05/ A&S: BUIKE MUSEUM: REGISIIAL ... .eiieiittiiee ettt ettt e ettt e e et b et e e e st b et e e e ot be e e e e e aa b e e et e e e ok b et e e a4 ah b e et e e e aabbee e e e e aabbe e e e e s ek bbeeeesaabbneeeeesanbneeeenas 121
119/45/02] A&S: PSYChOIOQY: FASE TIACK.......iiiiiiiiiiiiiiiiii it s et e e oot e ettt e s s e eeaeaeaeeeee et et ee e e e essete s e aaa e s e aeaeeeaeaaeeaeeeseennssssssennnnnnnnnnnnnn 121
/19/45/06/ A&S:Psychology: Clinic Coordinator: Psychological Services and Training.Camter .. ... ... ie e e e ee e eeeee e e e e e e e e aeaaeaeeanes 122
/19/58/01/ A&S: Speech and Hearing Sciences: Speedhdaaring Clinic (Speech Pathology and Audiology).......cccoeeviiiiiiiiiieiiieieeeeee 123
119/62/ A&S: Department Of SPaniSh AN POMUGUESE...........uuuiiieiiiaie e e e e e e e et e e et e et ee e e et e et s s s e s e e e eaeaeeeeeaeteeeasasaetessesssssasnn i anseeaeaaaaaeeeareerereeneernnes 124
A W oo [=To Tl o) i =To [F or= o o H PP PP TP PP PUPPPTOPPPRPN 125
/21/05/ Education: Teacher EQUCAION PrOGEAITL. ... ...cuii ittt ittt ettt e sttt e e e atbe et e e s s be et e e e s bbe et e e s as bt e et e e oabbe et e e 1 abe et e e e e nbbe e e e e aabbbe e e e anbbneeeeaannnbeeeens 125
/21/08/01/ Education: Educational Psychology: Clinical TraiNing.Lab............ooii it e e e e nee 126
a7l o] [=To ol o) =t o o1 g =T=T o o F OO PUPUPPPR 127
/22/15/01/ Eng: Aeronautics and Astronautics: F.K. Kirsten Wind Tunnel (Aeronautical LabOratory).........cooueiiiiiiiiiiiiiiiiieieeeiieeee e 127
J4 T ISTed g o To] o) i IX- ST P PP PPPPPPPTOPPPRP 129
/26/04/02/ Law: Assistant Dean for Students and Community Development: Financial Aid.OffiCe.............ooo e 129
[26/06/04] LAW: ACAUEIMIC SEIVICES ....eiiiuteeiteiitieetteeastt et e s sttt e e s e bttt e e s e st e et e e 4 s ee et e o4 aa s ee et e e e e s s s et e e o4 s s e et e o4 aa s R et e e e a4 s R et e e e aa kR e et e e e s s et e e e e snne e e e e ensnne e e e e nnnnes 129
126/20/ Law: Parenting EvValuation TreatMENt PrOQIAIML.......ccooi i e e eeeeee ettt e s s e e e e e e e e eeeeeee e et et e e e ae e e s e s ta s a e aesaaaeaaaaaaeaeaeasesssesssssssnnnnnnnnsnnnnns 130
LA /S Ted o To ] I 1Y 1= o T =SSP 131
127/01/11/ Med: ContinUING MeEAICAI EQUCALION. ........ccoiiiiiiie ittt e e e ettt e e e ok b e ee e e e e aab b et e e e aa b b et e e e e b b be e e e e e anbbe e e e e aabbeeeesenbreeeeeeannee 131
/27/05/01/ Med: Biological Structure: Willed BOOY PrOQIaIM.........coiuiiiiiiiiiiiete ettt e e s sttt e e e e bt e e s st b ee e e e s as b bt e e e sansbeeeesasbreeeesannbbeeeesansneas 131
/27/06/ Med: Comparative Med: AdMINIStrAtION/VEBEIVICES........ciiiiiiiie ittt e et e e st e e s s s b bt e e eaanbb et e e e anb et e e s e nbaeeeeeeansbaeeesannneeas 132
127/06/01/ Med: Comparative Med: DIBGNOSHC LAD........co ittt ettt e s sttt ee e e e st bttt e e s ab b et e e e an bbbt eeeesnbbeeeesanbbeeaesannnneneeesn 133
[27/06/02/ Med: Comparative Med: ANIMal FACIHITIES ...ttt et e oo e et b e bttt e e e ee e e s e e e abanbbbbe et e eaaaeeeesaannnsbenreees 133
/27/06/03/ Med: Comparative Med: Transgenic Resource Program/Colony ManagemMENT. ...........cuiiii ittt e e e e e e e e e 134
/27/10/ Med: Medical Education and BiomediCal INFOIMALCS. ......coi ettt e e e e e e e e e e s e et bbb ettt e e aa e e e e e sannnbebeeeeeaaaeeaaan 136
[27/11/04/ Med: Rehab Md: ReSIAdeNt TraiNiNg PrOGIAIML. ... .. ...uiiiiieiiiaa e eae ittt e e e e e e e e e ab e bt et eaaaaaeaaaaabbbaee s beeeeeeeaeeeesaaanbbbbeseeeeeeeaaaesesaansnnbenseees 136
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127/11/07/ Med: Rehab Med: UW Employment Program (UWER)...........uiii ettt ettt ettt ettt et e e skttt e e s aabb e e e e e anbne e e e e s anneneee s 137
127/13/01/ Med: Allergy and INTECIOUS DiSEASES: AlIBIGY ... .cciitriiieiiiie ettt ettt e ettt e e e bt e e e e bt e e e e e abe e e e e e e st b e e e e e et beeaeeeanbreeeeeaabreeeeaannnee 137
127/19/01/ Med: Northwest Lipid RESEAICH LADOIALOMES.......co ittt e ettt e ettt e ettt e e e e bt e e e e ek b et e e e e e sb b e e e e e et be e e e e e anbreeeeeaabreeeeaannees 138
J2 ST STl g T o] o) BB T=T 111 Y A T PO PT PP PPPPPPPON 139
/28/01/02/ Dentistry: Student SErviCES anNd AGMISSIONS. .......ccuuiiiiiiiiieeeee et i e i r e reee e st eaasae e —rrerrateaeeaasaaa—s—eteeeeeeeaeessssaaasssteaanseereeaeeesesannssnreneenees 139
/28/05/02/ Dentistry: Office of CliNIC SErviCes: CliNIC OPEIALIONS. ... uuiiiiee it i i ittt ee e e e e et s s st eereeeteeaeessaaasteraeereeeaaaeesssaaasssrarrrrrreeaeeesanssaaannressnees 140
/28/16/01/ Oral Medicine: Dental Education in Care of Persons with DiSANILLES. ..........cviiiiiieiiii e 140
/28/17/02/ Dentistry: Oral and Maxillofacial Surgery: Oral PathOlOgY..........cccuuiiiiiiiieeie e e e e s e e e e e e e e e s e e s e e st reeereeaeeesessansannnrnrenns 141
/28/18/ Dentistry: Orthodontics: Faculty and GradUate ClIIUC.............iuiuuriiieiiiiiiee ettt e ettt e a bbbt e e st bbe et e e s sbbb et e e s bbe et e e s anbbb et e e s ansbneeeesnnreeaens 141
/28/19/ Dentistry: Pediatric DentiStry: AQMINISTIATION.......... .ttt e et e e sttt e e s aa b b et ee e e s bbe et e e s ahbb et e e s aabbeeeeeeanbbseeeeanbnneeesannrneeeas 142
/28/19/01/ Dentistry: Pediatric DentiStry: PEIALIC ClMIC........oiuuiiie ittt e e e bt e e e e et b et e e e e aa b bt e e e e et b et e e e e snbreeeeeanbbeeeeaanneee 142
Jas ST g T To] e I\ (U] €31 o N T PO PT PP PP 143
/29/03/08/ Nursing: Family and Child Nursing: Center on Infant Health and DeVEIOPIMIENL ........oiiuiiiiiiiiii e 143
133/ Vice Provost for Diversity and Vice President for MiNOIIty AffAILS...........oooiiiiiiii et s e s e e e e aaaaeaeaaaasaeeeeennrnrnnes 144
133107/ OMA: INSIIUCTIONAL CEIMEL.......eeiiiiitiete et ittt eee et e e e et e e e st e e e s s e E et e e e s o s et e e e e s E e et e e e ek R et e e e e aa s R et e e e aa s e e e e e e e s R e et e e e an R Re e e e e ann e e e e e e e annneeeeeannneneeeennrnes 144
133/09/ OMA: Early SCholars OULIEACKH PrOQIAML. ... ... i it i e i e e e e eee ettt re s e e e e s e e e e eeaeeaaeete e et et e aeeteteta s aaa i aeseeeeeeaaaeaateteeeeesesesssssessnsnnaanansennnas 144
134/ Warren G. MagnusON HEalth SCIENCES COIMEL. ..........coiiiiiiiiieeie s e e e e e e e e et et et et et et e tete e te e sesaaaaeeaeeaeaeeeteeeeeeeaestesersssnnnnnn i aaasesesenaaaeares 145
134104/ OFfiCE OFf ANIMEAL WEBITAIE.....coiii ittt et e e oo e e ettt e ettt eeeeaeaesaa s aaebeeeeeeeeeeeeeaesaa s s s b eeteeeeeaaeeeseeannsaasesteneeeeeaeeenesnnnsnsensannes 145
134105/ EH&S: Department of Administration & FINANCe OFfiCe (DA Q) .......ei it e et e e s e bbbt e e e et e e e e e aares 145
[34/05/01] EHE&S: RAGIALION SAFETY.......eeiiiitiiiie ittt ettt e e oottt e e oot bt e e oot bttt e e ook be e e e e e aa b b et e e e aa kbt e e e e e ek kbt e e e e am b bt e e e e aabbe e e e e e e anbbeeeeeanbbeeeeennnbees 146
134/05/02/ EH&S: BUIldiNg @Nd Fire SAfEtY OffICE... ..o ittt e bttt e e e e b bt e e s o kb bt e e e e a b bt e e e e e e bbbt e e e e aabbe e e e e anbbeeeeeeennee 150
/34/05/03/ EH&S: ENVIronmMental Programs OFfICE........oi ittt ettt e e okttt e e e e ot bt e e e ok b et e e e e aa b b e e e e e s aabbeeeeeabbbeeeessabbneeeaeans 151
134/05/04/ EH&S: Occupational SAfety & HEAIN...........ccoii it e e e e e e e e e et et ettt e e ee et et e eeteeeeaeaeaeaeeeteeeeeeeaeaessserenennaeseeeeas 155
/34/05/05/ EH&S: Research and Occupational Safety (BIOIOGICAL.............ooiiiiiiiiiiiec e e s e e e e e e e e e e e e e eeteeeeeeeaeararaanaaaaans 157
134/05/06/ EH&S: Campus Preventive HEAINL............ooi et re e e e e e e e e e e e e e e e ee e et et et e e e tateae s s s e seseseeeeaeaaaeeeessesnsnnes 157
/34/05/07/ EH&S: Research and Occ Safety: Diving Safety PrOQEAM............ooiiiiiiiiiiiiiiiiiis s e e e e e e e e e aa s e s e s e aeaeaaaaaaaateeeseesaensnnnnnnnnas 158
/34/05/09/ EH&S: ROS: Research Occupational HEAIN.............ueiii ittt e e s sttt e e e s aab b et e e e e abbbe e e e s anbreeeeeaaa 158
/34/05/10/ EH&S: Occ Safety and Health: RESPIFALONY PrOGIAIM.........iii ittt e e e e et e e s skt bt e e e e e s b bt e e e e abbb e e e s easbae e e e eeansbaeeesannnneas 159
/34/05/11/ EH&S: Campus Preventive Health: AUMS PrOGIAM..........oii ittt e et e e e sttt e e e sttt e e e e s kbe e e e e e anbbe e e e e anbbeeaeeesanbbeeesennnreas 159
/34/06/01/ Health Sciences Administration: Health Sciences AS&F: UW Poster and.PROLO............ooouuiiiiiiiiiiii e 160
/34/06/03/ Health Sciences Administration: Health Sciences AS&F: Scientific INStruments DIVISIQN ..........cuuiiiiiiiiiiiieiie e 160
/34/06/04/ Health Sciences Administration: Health Sciences AS&F: Building Management. . .........oooiiiiiiiiiiiiiiiiee et e e 161
/34/06/06/ Health Sciences Administration: H S AS&F: Clinical SKills and ASSESSIMENL............uuiiiiiiiiiiiiie ettt e e e e e e ee e e e e e e e e e e e e e annnes 162
/34/06/07/ Health Sciences Administration: Health Sciences AS&F: Laboratory SEIVICES..........uuiiiiiiiiii i 163
/34/10/03/ Health Sciences Administration: Center on Health and Disability: AUtISM CENTEL.........oeiiiiii i eeeeees 163
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JEC 1 TS Ted aTo o] W] i U1 o] Toq = o U EPPR PP 164
/38/03/03/ PH: ENVIronMeNntal HEAIN LaD.........oooi ittt ettt e e et e e e s e s ettt e et e e ae e e e e e s s s e aabbetaeeeeaaaeeeseeaaaannsrnbaneeaeas 164
/38/03/06/ PH: Field Research and CONSUITALION GEQUM.........uuiiiiitieiiees ittt ettt e ettt e e s st et e e s ab b et e e s aas b e et e e e aaa b b et e e e e s be e e e e aanbbe e e e e e annbreeesasbbeeeeaannres 164
/38/03/10/ PH: Occupational Epidemiology and Health OULCOMESIBIMDG. ........ciuurrtteiiiiriteee ittt e ettt e e sttt e e s st b e e e e abb e e e e et be e e e e e e nbreeesasbreeeeeannreas 165
/38/03/12/ PH: Env and Occ Health Sciences: ContinUING EQUCALION...........cccuuiiiiiiieie e e s e e e e e e e e s e s s s r e e e e e eeeesssssnsnbeaereeeeeeeessanaannrnnenes 165
140/ Center fOr COMMIEICIALIZATIAN. ... eie etttk e e et e e st e e ek et e ot e e e amR e e e oa s et e 4R e e e ea R et e 4R R e e 2 am R e e e 1A R e e e eaEe e e aa R et e e s e e e e an R et e anneeennrenennnneennnes 166
JZN 0T (0IcT RO AV AV A @fo]1Y ol ifoT o1 N N¥7=T ) o] I Tt =Y o T S 166
0T 0y WAV @ o] Y o] (o] o T T L o PSP P R PU PP PUPRPURRTPRR 166
141/ Vice Provost for PIanning @nd BUAGETIG .........iuuueiiiiiiitieie ittt ettt ettt et e ettt e e sttt et e e s aabb e e et e e okt e et e a4 aabee et e e 4a b be e et e e aasbb et e e s ambb bt e e e aabbneeeeesanntneeens 167
[0 =10 Lo [T A @ 1 (o = OO TP PP PPP TP PPPTP 167
Y ote] | [=To ol o) 1 g L= = oAV o] o] =T o PP PP PP PP PP PPTPPPPPO 172
144]/15/02/ Oceanography: MarinNg OPEIALIOIS. ......c.ciiuutiie ettt tee ettt et et e e s st e te e e e s s be et e e s s bbe e e e s o s b b eeeeeaas s b et e e e e s b bt e e e e ntbe e e e e e aasbee e e e e nbbeeeeeansbaeeeeeeanbneas 172
146/ Bothell: Vice Chancellor for Planning and AQMINISIFALION .........ciiutiiiei ittt et e e e s st b e et e e s sabe e e e e e st be e e e e s aabbeeeesanreeeeeesanbeeeeesanes 173
J T L0 L T = To 1 U= | B = T | S Y= (o = 173
ooy N (ol a1V L =T oto] o £ PO P PP PPPPUPRPPOPPRRP 177
INOEX: ESSENTIAI RECOITUS ... eteeiieit ittt e st e st e s okt e e 4o R R et e 4 aa s e et e o4 s e et e o4 4R R e e e 442 R R et e o4 e a s R e et e e e n R et e e e n s et e e e e b e e e e e e e nnre e e e e ennres 179
T Loy G T3 o Lo F] 1o o U |1 0T Y 182
a0 o> ST U] o] [T ox £ O O PP PP PPPPPPP 189
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZIE(-;E}'I\ITTQ\,I\]:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
91 1249574 | Gold Slips and Logs Retain for 6 Years after End of NONARCHIVAL
Rev. 0 Provides record of gold inventory and amount of gold used in dental procedures. May inclu¢ Fiscal Year ESSENTIAL
Gold Log, which includes student namatient name, date and amount of gold used in then OPR
procedure.
Destroy.
19 12 69414 | Graduate ProgranPatient Charts Retain until Deceased NONARCHIVAL
Rev. 0 Provides complete documentation of examination, diagnosis and treatment for each patient .- ESSENTIAL
receiving dental care including: periodontal, orthodontal, oral surgery, endodontic treatment OPR
procedues such as dental implants which require long term tracking. Charts may include: ( Destroy.
Routing Record,-Rays logs, Admitting Record, Dental Insurance Questionnaire, Problem ar
Treatment Lists and Plans, Progress Notes/Treatment RecoreD@B)\HealthHistory
Questionnaire, Fees Statement, Request for Radiographic Examination, etc.
91 347534 |Patient Charts Retain for 10 Years after Last NONARCHIVAL
Rev 1 Provides complete documentation of examination, diagnosis and treatment for each patient Treatment ESSENTIAL
receiving dental care including: periodontal, orthodontal, oral surgery, endodontic treatment OPR
procedures such as dental implants which require long teanking. Charts may include: Char
Routing Record,-Rays logs, Admitting Record, Dental Insurance Questionnaire, Problem ar Destroy.
Treatment Lists and Plans, Progress Notes/Treatment RecoreDd3)\VHealth History
Questionnaire, Fees Statement, Request fadiBgraphic Examination, etc.
95 07 55759 | Patient Screening RecordsNot Accepted Retain for 1 Year aftePatient NONARCHIVAL
Rev. 0 Provides a record of questionnaires or preliminary screening examinations of patients not | NotAccepted NONESSENTIAL
accepted for admittance to a clinic. May include Admitting Report, Health History Questionr then OFM
and Progress Notes.
Screening records of accepted patients becqraet of Patient Chart. Destroy.
UW GENERAL PagelOof 195

SCHEDULE




SNS

Office of the Secretary of State

Washington State Archives

University of WashingtorRecords Retention Schedu

Version2.13 (August 2020

UW General Schedule Dentistry Clinic

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlglsg?l\lT-ll—g\ll\l:C':\lT?ON DESIGNATION
NUMBER (DAN)
98 10 58844 |Prescription Records Retain for 6 Years after End of NONARCHIVAL
Rev. 0 Provides record of each dispenseday, prescription drug, set of dentures, etc. Includes Daily| Calendar Year ESSENTIAL
ScriptJournal. Maintained as per RCW 69.41.042 then OPR
Destroy.
UW General Schedule Section 2 Environmental Health & Safety/Facilities Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZIE(-;I;'I\ITH;)I\'I\‘:C':\ITI?ON DESIGNATION
NUMBER (DAN)
12 06 68264 | Agency ReportingStatute, Regulation, or Rule Retain for 6 Years after End of NONARCHIVAL
Rev. 0 A record of reporting to outsidagencies on both the state and federal level as required by | Calendar Year NONESSENTIAL
statute, regulation or rule. Includes USDA, L&I, OSHA etc. then OPR
Destroy.
10 11 62305 |Building Use Permits Reain for 1 Year after Permit NONARCHIVAL
Rev.0 A record of authorization from a Dean or department head for an individual to access a buil{ EXPires NONESSENTIAL
or portion of a building. Required for students, temporary staff or temporary faculty using a| then OFM
building after normal working hours, as well as for some permanent faculty or permanent st Destroy.
accessing sensitive research areas. A record of the names of employees authorized to sign
Building Use Permits is retained by the UW Police and Building Coordinators.
10 11 62265 | Chemical Hygiene PlarLaboratory Specific Retain for 6 Years after ARCHIVAL
Rev. 0 Documentation of safety measures implemented in labs to ensure protection of employees | Superseded (Appraisal Required)
against chemical exposure. The lab specific plan is panemverall Lab Safety Manual. then ESSENTIAL
. . OFM
Transferto Archives for appraisa
and selective retention
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UW General Schedule Section 2 Environmental Health & Safety/Facitfezgices

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ;’I\IT-II—:?I\II\]:C':\IT?ON DESIGNATION
NUMBER (DAN)
10 10 62334 | Chemical Treatment Log Retain for 3 Years after End of NONARCHIVAL
Rev. 0 This series documents the dischargerefited chemicals into the sewer system. Calendar Year NONESSENTIAL
then OFM
Destroy.
10 04 62136 | Controlled Substances and Alcohol MistSducation and Training Records Retain for 6 Years after NONARCHIVAL
Rev. 0 This series provides a record of supervisors who conduct controlled substance and alcohol| Cessation of Duties NONESSENTIAL
OGN} AYyAy3 aSaarzya FyR /[ 2YYSNDAL ftraibingNBI6de) § then OPR
RNAOSNDRa aA3ySR NBOSALIN 2F GKS SRdzOI GA2Y |pestroy
382.401.
10 04 62135 | Controlled Substances, Program Administration and Alcohol Test Records Retain for 6 Years after Endfo NONARCHIVAL
Rev. 0 This series provides a record of the administration of the controlled substances/alcohol test Calendar Year ESSENTIAL
LINEINIY F2NJ/ 2YYSNOAFE S5NRAGSNDRE [ A0Syasd ¢ then OPR
O2y iNRtftSR adzoaidl yOSaklf O02K2f udhdcitakatSe tdsty R Destroy.
al & AyOfdzRS SyYLi 28SNDRa O02Lk 2F GKS 02y i NZ
alcohol test form and results, previous employer background screen results if negative, etc.
also include agreements with testingdilities, testing policy and procedures, collection logboag
documents relating to the random selection process, and decision to administeapoistent
tests or reasonable suspicions, etc. Required as per 49 CFR 382.401
10 04 62133 |Controlled Substances/Alcohol Test Resulidegative Results or Cancelled Tests Retain for 1 Year after End of NONARCHIVAL
Rev. 0 This series provides a record of negative or cancelled controlled substances test results an Calendar Year NONESSENTIAL
alcohol test results, with a concentration of less than 0.02, for employees with a Commercig then OPR
5NAGSNRAE [ AOSyasS o tehtbrbrequipment€w oy Hdnam T2 NJ Destroy,
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UW General Schedule Section 2 Environmental Health & Safety/Facilities Services

DISPOSITION
AUTHORITY DESCRIPTION RECORDS DIEEQ;’I\IT-II—:?I\II\]:C':\IT?ON DESIGNATION
NUMBER (DAN)
10 11 62267 | Departmental Health and Safety Manual Retain for 6 Years after ARCHIVAL
Rev. 0 Department specific plan regarding to health and safety concerns and the prevention of | Superseded otpdated (Appraisal Required)
accidents. Also includes the emergency evacuation and operations plan. May include the | then ESSENTIAL
Accident Prevention Plan, Hazardous Activitgrplan, Hazardous Assessment for Personal | Transferto Archives for appraisa OFM
Protective Equipment or Job Safety Analysis. and selective retention
12 0668273 |Inspection/Survey Records Retain for 6 Years after Last NONARCHYAL
Rev.1 Provides a record of internal and external inspections or surveys of environmental issues tg INspection ESSENTIAL
provide a safe anfiealthful workplace at the UW. Includes inspections of labs and equipmer then OPR
food handling, water quality, hazardous materials and waste management, and animal facil pesroy.
to ensure compliance with health and safety policies. Also includes prevention axsamEnt
inspections by the Environmental Health and Safety Assessment team and Washington
Department of Ecology inspections. May include inspection reports, test results, worksheets
10 11 62281 |Job Safety Analysis Retain until Superseded NONARCHIVAL
Rev. 0 Analysis of job for safety precautions and/or regulations. The analysis identifies the need f¢ then NONESSENTIAL
Personal Protection Equipment Assessmand Training. This document may be included as | pestroy, OFM
of the Departmental Health and Safety Manual.
09 09 62091 | Notice of Laboratory EquipmeriDecontamination (UoW Form 1083) Retan for 6 Years after Service, NONARCHIVAL
Rev. 0 This form informs Facilities Services personnel that the equipment has been cleaned or | Date or Surplus NONESSENTIAL
decontaminated prior to service or removal for surplus. then OPR
Destroy.
10 04 62143 |Radioactive Waste Disposal Logs Retain for 5 Years after End of NONARCHIVAL
Rev. 0 Internal logs used by labs to assist in the completion of the Form 160. These logs may incl| Calendar Year ESSENTIAL
Form 150, 159, 170, 176 or others designed by labs and considered an equivalent. then OFM
See Disposal of Radioactive Wask®rm 160 for retention of Forrh60 Destroy.
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UW General Schedule Section 2 Environmental Health & Safety/Facilities Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEgEII\IT-II-IOOI\II\I:C')\lTI?ON DESIGNATION
NUMBER (DAN)
10 11 62293 | Site Specific Safety Affidavits Retain for 6 Years after NONARCHIVAL
Rev. 0 Affidavits signed by teaching assistants orifaiructors verifying that they have been trained ¢ Termination ofeEmployment ESSENTIAL
the use of equipment and chemicals specific to the lab in which they are teaching or workin| then OFM
Destroy.
10 08 62298 | Survey RecordsRadiation Safety Retain for 5 Years after End of NONARCHIVAL
Rev. 0 Survey completed by lab staff in regard to radioactive contamination levels in lab. Survey i Calendar Year ESSENTIAL
completed after each use of radioactive material and on a monthly basis as required by Ra¢ then OFM
Safety guidelines. Destroy.
10 09 62316 | Voluntary Respirator Use Form Retain for 6 Years after NONARCHIVAL
Rev. 0 This series provides a record of employees who voluntarily use disposable filteriqgidaee | 1€rmination of Voluntary Use NONESSENTIAL
respirators. then OPR
Destroy.
UW General Schedule Section 3 Curriculum Records
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzg(;i’I\IT-II—IC())I\II\IAAC'I\ITI?ON DESIGNATION
NUMBER (DAN)
10 11 62236 | Accreditation Documentation Retain for 6 Years after ARCHIVAL
Rev. 0 Statistical, descriptive and evaluative materials necessary for a program, college or school | Accreditation or Until (Appraisal Required)
maintain accreditation with the professional association which sets the standards for that | Superseded by New NONESSENTIAL
particular discipline. Accreditation OFM
Materials must have been created specifigdtir accreditation. then
Transferto Archives for appraisa
and selective retention
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlggg?l\lT-ll—:?l\'l\l:C':\lT?ON DESIGNATION
NUMBER (DAN)
10 11 62239 |Course Comment Sheets Retain for 5 Years after Tenure NONARCHIVAL
Rev. 0 A record of the evaluativeomments written by students regarding the content and presentati APProved or Denied NONESSENTIAL
of a course. After comments are compiled by the Office of Educational Assessment, comm then OFM
sheets are returned to departments. Destroy.
11 08 62670 |Course Materials Retain until No LongerNeeded NONARCHIVAL
Rev. 0 Materials created and used as the basis for the content of a course. May includeniéss, | for AgencyBusinessHusOne ESSENTIAL
PowerPoint slides, podcasts and other recordings. Academic Qarter OFM
then
Destroy.
10 11 62248 | Program Review and Evaluation Retain for 6 Years after End of ARCHIVAL
Rev. 0 Documents the internal and external evaluation and review of graduate and undergraduate| CalendaYear (Appraisal Required)
departments, special programs/interdisciplinary centers/institutes within a $jpesthool or then NONESSENTIAL
_college. May iqclude comments from outsi(_je sources, students, faculty, administrators_, oth( Transferto Archives for appraisa OFM
mterestgd parties, and institutional comparisons. Includes 10 year departmentahsaliation | 5nd selective retention
and review.
10 11 62253 | Textbook Desk Copy Request to Publishers Retain for 6 Years after End of NONARCHIVAL
Rev. 0 Requests from faculty or staff to publishers for a free desk copy of a textbook being used in Quarter NONESSENTIAL
classroom. May include correspondence. then OFM
Destroy.
10 11 62251 | Textbook Orders (Faculty Information Sheet for Textbooks) Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Requests for course textbooks. Quarter NONESSENTIAL
then OFM
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ?I\IT-II-?I\'I\]:C')\ITI?ON DESIGNATION
NUMBER (DAN)
86 6 36961 | Time Schedule ChangéRequests for Change in the Quarterly Time Schedule) Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Requests from academic departments to list a new course or to change the listing for a cou Quarter NONESSENTIAL
the forthcomingTime Schedule. Changes formerly submitted via form U\WQ&now then OFM
transmitted via email. Destroy.

UW General Schedule Section 4 Materials That May be Disposed of

With@pekific Retention Period

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZIE(-;I;'I\IT-II—g)I\II\I:Cl:\IT?ON DESIGNATION
NUMBER (DAN)
12 09 68323 |Lists/Logs Retain until Reference Purpose NONARCHIVAL
Rev. 0 Lists/logs containing information tracked bylepartment from which elements are supersede¢ Served NONESSENTIAL
as new data/information is received, where not covered by a more specific records series then OFM
Destroy.
UW General Schedule Sectior-éancial Records
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE(-;E'I\ITTS)I\T:CI)\IT?ON DESIGNATION
NUMBER (DAN)
11 02 62375 |Budget Requests Final Retain for 4 Years after End of ARCHIVAL
Rev.1 Record ofa budget requesto the Provost by Deans, Vice Provostige Presidenter Biennium (Appraisal Required)
Chancellors then ESSENTIAL
Transferto Archives for appraisa OFM
and selective retention
12 06 68279 | Petitions and Waivers Retain for 6 Years after End of NONARCHIVAL
Rev. 1 Provides a record gfetitions and waivers which grant exemptions for faculty, staff or visitors| Fiscal Year ESSENTIAL
from a fee or a fine. then OPR
Destroy.
UW GENERAL
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZIE(-;E'I\ITH;)I\II\]:C'Z\IT?ON DESIGNATION
NUMBER (DAN)
09 09 62092 |Export Control Records for Grants/Contracts Retain for 5 Years aér NONARCHIVAL
Rev. 0 This series provides a record of the documentation required to be Retained on the exports ( T€rmination of Funding Period ESSENTIAL
commodities, software, or technology from the United States. It also includes a record of anl then OPR
knownre-exports, transshipment, or diversions of items exported from the United States as | pestroy,
Export Administration Regulation 762.6. Documentation includes export control documents
memoranda, invitations to bid, financial records, etc.
11 08 62693 |Human Subject Research: Consent Forms for Reseafatults Retain for 8 Years after Close of NONARCHIVAL
Rev.1 Records relating to the permission granted by adult subjects to participate in a human subjg Stdy ESSENTIAL
research program, or clinical studies/trials. then OFM
Destroy.
11 08 62657 |Visa Travel Records Retain for 6 Years after Return NONARCHIVAL
Rev.0 | This series documents the process of applying for and receiving Visas for foreign travel. R¢from Trip NONESSENTIAL
may containVisa application, travel itinerary, Customs Letters, immunizations letters, and ot then OPR
correspondence between the receiving country and the University of Washington as neede Destroy.
UW General Schedule Section 8 Personnel & Payroll Records
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE(-;E'I\ITTS)I\II\]:C':\ITI?ON DESIGNATION
NUMBER (DAN)
1108 62717 |Academic Student Employe¢ASE) Files Retain for 6 Years after NONARCHIVAL
Rev. 0 Comprehensive record of all personnel actions affecting a UW Academic Employee which | Termination ofemployment ESSENTIAL
includes information that had a reasonable bearing oa ¢fficient and effective management @ then OPR
the UW. May include appointment letter, offer letter, job description, letters of reference, Destroy.
resume, noracademic training records, job posting, commendations, letters of resignation,
termination letter.
UW GENERAL
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ;’I\IT-II—:?I\II\]:CIE\ITI?ON DESIGNATION
NUMBER (DAN)
11 0862727 |Applications for Hourly and Student EmploymentHired Retain for 3 Years after NONARCHIVAL
Rev. 0 Materials regarding applicants hired for hourly and student positions. May inelpglications, | Termination of Employment witf  NONESSENTIAL
resumes, correspondence, letters of reference, evaluations of candidates, notes on employ Department OFM
selection, etc. then
Destroy.
11 08 62739 | Faculty Reviews Retain for 3 Years after NONARCHIVIA
Rev. 0 Evaluations of UW faculty performance. May be used in evaluations for merit pay. May ing Completion oReview ESSENTIAL
yearly activity report on professional activitipeepared by a faculty member for review by a then OFM
Chair or Dean, measures of student performance used to evaluate teaching effectiveness, { pestroy,
course evaluations of instructors, etc.
07 08 61593 |IACUC ¢tters of Commendation, Acknowledgemen€Gounsel and/or Reprimand and/or Retain for 6 Years after NONARCHIVAL
Rev.1 Suspension to Primarinvestigators (or other UW employees) Termination ofEmploynent NONESSENTIAL
Letters that document noncompliance with policy, deviation from the provisions of the Guid¢ then OPR
the Care and Use of Laboratory Animals, or suspensions attivity by the Institutional Animal | pestroy,
Care and Use Committee. Letters are kept to ensure that any patterns of noncompliance b
individual can be monitored and dealt with appropriately by the University.
95 MF 5559 | Payroll Folders for Individual Employees Retain for 3 Years after NONARCHIVAL
Rev. 0 A record of the forms and documentation submitted to Payfailan individual employee that | T€rmination of Employment wittf.  NONESSENTIAL
has a reasonable bearing on the efficient and effective management of the UW and provide Department OFM
basis for employment and poesimployment benefits. May include Personnel Action Form (P4 then
Stipend Appointment Form, Request fott&nsion of Appointment, Employment Eligibility Destroy.
Verification (19 form required by US Government to verify citizenship), Work and Leave Reg
for Classified and Professional Staff Employees, Request for Payment-ehddanused Sick
Leave form, Reque$or Payment of Award or Prize to UW Student or Employee form etc.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEgEII\IT-II—:?I\II\I:C':\ITI?ON DESIGNATION
NUMBER (DAN)
11 08 62750 | Personnel Folders Hourly, Per Diem, Temporary, and Student Employees Retain for 3 Years after NONARCHIVAL
Rev. 0 Comprehensive record of a department's employment of an hourly employee. Includes fold( Termination of Employment withh  NONESSENTIAL
student hourly, workstudy, and temporary employees. May include applications, Notices of Department OFM
Temporary Employment, resumdstters of reference, commendations/reprimands, job then
descriptions, copies of payroll forms, etc. Destroy.
86 1 35853 |Personnel Record®fficial Copy Retain for 50 Years after NONARCHIVAL
Rev. 0 Comprehensive record of all personnel actions affecting a faculty/academic, or classified ar Termination ofEmployment ESSENTIAL
professional staff employee. Includekairs, deans, directors, and temporary faculty (visiting | then OFM
scholars or scientists, clinical faculty, pdstctoral scholars, etc.). Includes information that haj pestroy,
reasonable bearing on the efficient and effective management of the UW and provides aobg
employment and postemployment benefits. May include application materials and reference
for hired staff, faculty appointment packet, request for appointment or reappointment, stiper
appointment, degree verification, honoraria payment records, reqfi@sextension of
appointment, report of change in status/reappointment, reclassification documentation for s
and professional personnel, Personal Action Forms, promotion and salary adjustment,
application for leave of absence, biography, summaryut§ide professional and public
activities, excess compensation payment authorization, birth date card, report of resignatior
termination, correspondence related to personnel actions, etc.
11 08 62756 |Salary Increase Worksheet Retain for 3 Years after Salary NONARCHIVAL
Rev. 0 Used to calculate salary increases for faculty and professional staff. May include income | Increase NONESSENTIAL
spreadsheets andiorking papers. then OFM
Destroy.
11 08 62757 | Summaries of Outside Professional and Public Activities Retain for 3 Years after End of NONARCHIVAL
Rev. 0 Annual report submitted by academic personnel to Dean or Vice President listing professioj Calendar Year NONESSENTIAL
services offered outside the UW, e.g., lectures, appointments to editorial boards, extended | then OFM
professional service in the community, etc. Magoaihclude annual evaluative reports from | pestroy,
Deans and Vice Presidents to tReesident.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlglsggl\lT-ll—g\'l\l:Cl:\lT?ON DESIGNATION
NUMBER (DAN)
11 08 62762 | Time Records for Classified & Professional Staff Retain for 1 Year after Annual NONARCHIVAL
Rev. 0 Submitted by Classified and Professional Staff to request/report leave and overtime hours. | Audit ESSENTIAL
then OFM
Destroy.
93 852741 |Training Records Retain for 6 Years after End of NONARCHIVAL
Rev. 0 A record of presentation or course material developed, gathered and used in training. May | Calendar Year NONESSENTIAL
include reference material, outlines, handouts, notes, evaluations, and actual presentations then OPR
include employee registration and rosters. Includes both required anereguired training. Destroy.
Training may be provided by POD, UW Information Technology, eProcurement, etc.
UW General Schedule Section 9 Student Records
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE(;I;'I\]TTIC())I\II\‘/:\ACII\ITI?ON DESIGNATION
NUMBER (DAN)
86 1 35847 | Admission Applications- Applicants NotAccepted, Not Entered, or Application Incomplete | Retain for 1 Year aftet.ast NONARCHIVAL
Rev.l A record of applicants for UW admissiimto an undergraduate, graduatéllowship or Contact NONESSENTIAL
residencyprogram, residence hall, or student classification who were either denied; who wer| then OFM
accepted but not entered; or who never completed the application process. Destroy.
1110 62786 |Advisor's Files Retain for 1 Year afterStudent NONARCHIVAL
Rev. 0 Advisor copies of student records used to monitor academic progress. May include grade | Inactive or Graduated NONESSENTIAL
reports, Advisor's Worksheets (unofficial transcripts), study abroad files, etc. then OFM
Destroy.
111062790 |Award Files Retain for 6 Years after Award NONARCHIVAL
Rev. 0 Provides a record of awards/special recognition and achievements for a paritudnt. Does | Presented NONESSENTIAL
not include scholarships. then OFM
Destroy.
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SCHEDULE Page20 of 195



SNS

Office of the Secretary of State

Washington State Archives

University of WashingtorRecords Retention Schedu

Version2.13 (August 2020

UW General Schedule Section 9 Student Records

UW GENERAL
SCHEDULE

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQEII\IT-II—:?I\'I\]:C':\ITI?ON DESIGNATION
NUMBER (DAN)
86 6 36935 | Change of College/School and/or Major Forms Retain for 2 Years after End of NONARCHIVAL
Rev. 0 A record of authorizatiofrom the appropriate Dean(s) for a student to change to a different | Quarter ESSENTIAL
college/school and/or major. then OFM
Destroy.
04 11 60792 | Continuing Education Courdgecords Retain for 7 Years after Course NONARCHIVAL
Rev. 0 Provides a record of continuing education courses. May provide proof of attendance for | Completion ESSENTIAL
professionals taking course for continuing education credigrfaial records, registrant list, then OPR
credits awarded, advertisements for course, course evaluation, contract with instructor, etc. pestroy,
04 11 60793 | Continuing Education Credit Course Planning Materials Retain for 7 Years after Course NONARCHIVAL
Rev. 0 Materials generated in the development of a course offered for continuing education credit.| N© Longer Offered NONESSENTIAL
include meeting minutes anaigendas; planning teleconferences; emails; memos; then OPR
correspondence; a copy of the proposal submitted to the credit awarding organization; etc. Destroy.
86 6 36952 | Degree Applications Retain for 1 Year after Date of NONARCHIVAL
Rev.l Graduation applications received by either the Office of the University Registrar (for Bachel Graduation/End of Quarter NONESSENTIAL
and Professional degrees) or the Graduate School (for Master's and Dalggrees). May then OFM
include compiled lists of students eligible to graduate. Destroy.
11 10 62800 |Exams and Answer SheetsProficiency/Placement & Credit by Exam Retain for 1 Year after End of NONARCHIVAL
Rev. 0 A record of student responses to placement exams administered by college/school or Academic Year NONESSENTIAL
department to determine level of subject proficien@y,to authorize students for possible then OFM
exemption from taking a course. Destroy.
11 10 62808 |Exams, Papers, Projects and Other AssignméytStudents Retain for 3 Months after End of NONARCHIVAL
Rev. 0 A record of answers to examinations, as well as papers, projects and other assignments | Quarter NONESSENTIAL
submitted by students in fulfillment of course or degree requirements. then OFM
NOTE: This retgion period applies to those exams and assignments not retrieved by the sty Destroy.
after they are graded.
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UW General Schedule Section 9 Student Records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEgEII\IT-II-:?I\II\I:C':\ITI?ON DESIGNATION
NUMBER (DAN)
11 10 62801 |Grade Appeals and Grievance Files Retain for 5 Years after End of NONARCHIVAL
Rev. 0 A comprehensive record of a student's appeal of a grade, or other student grievance media guarter in which issue is resolve ESSENTIAL
within the department, school or college. then OFM
Destroy.
11 10 62802 |Grade Books Retain for 5 Years after End of NONARCHIVAL
Rev. 1 Listing of student grades for exams, papers, projects, class participation for a particular coy Academic Year ESSENTIAL
Provides the basis upon which the final graslassigned. Then OFM
Destroy:.
11 10 62806 |Major Application-- Undergraduate Retain for 1 Year after Quarter NONARCHIVAL
Rev. 0 I NBO2NR 2 Fpetitioh fof nhadjoif star@ing/mitrinzan academic program. of Denial NONESSENTIAL
then OFM
Destroy:.
12 06 68269 | Petitions and Waivers: Student Retain for 6 Years after NONARCHIVAL
Rev. 1 Provides a record of a petitions and waivers for a change to the status of a student, or for | Graduation or Last Contact with ESSENTIAL
exemption from a fee, fine or requirement. Also includes release fiapility. Student OPR
then
Destroy:.
11 1062810 |Reference Letters Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Letters of reference prepared by Uiakculty and staff regarding UW students or former Uw | Calendar Year NONESSENTIAL
students with whom they are acquainted. then OFM
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ;’I\IT-II—:?I\II\I:C':\IT?ON DESIGNATION
NUMBER (DAN)
88 12 49458 | Student Employment Recruitment Files Retain for 6 Years after End of NONARCHIVAL
Rev. 0 Provides a record of prospective employegsruiting for full, partime, or work study employee Academic Year NONESSENTIAL
at UW sponsored events or using UW sponsored resources inclGdiregr Fairs, Husky then OPR
Employer Partnership Program, Featured Employers Night, virtual Resume Books, etc. May Destroy.
include registration formgecruiting information, publicity documents, data sheets, lists of
interviewees, etc. May also include Job Location and Development Program job listings;
maintained as per 34 CFR 675.36, 34 CFR 375.19, and 34 CFR 668.24.
11 10 62819 | Student Folders Retain for 6 Years after Degree NONARCHIVAL
Rev. 0 A record of the academic history of degree (undergraduate, graduate, professional) and noj Awarded/ Last Activity NONESSENTIAL
degree(certificate, fellowship, professional) students who have taken university courses, then OFM
including internships/externships. Includes admissions applications, student classification, Destroy.
evaluative/progress report documentation.
14 09 68533 | Student Folders- Non-Academic Retain for 6 Years after Last NONARCHIVAL
Rev. 1 A record of students who have received services providedriyersity resources. Includes but | Contact NONESSENTIAL
not limited to writing center and other tutoring programs, tracking and monitoring success r§ then OFM
of participants in presnrollment programs, accommodations requested, offered and provide( Destroy.
tracking of student health fermation including immunization history, tracking of student
compliance with noAJW rules and regulations, etc.
11 1062822 |Student Folders- Non-Matriculated and Visiting Students Retain for 3 Years after Last NONARCHIVAL
Rev.0 | Arecord of students who have taken classes at the UW but have not been admitted to a de Quarter of Activity NONESSENTIAL
program. Transcripts may be uséd document completion of course requirements. then OFM
Destroy.
Page23of 195

UW GENERAL
SCHEDULE




SNS

Office of the Secretary of State

Washington State Archives

University of WashingtorRecords Retention Schedu

Version2.13 (August 2020

UW General Schedule Section 10 General Office Administration Records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZIE(EE}'I\]TTQ\II\‘:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
12 03 68237 | Authorization to Apply for a Banquet Permit to Serve Alcohol Retain for 3 Years after End of NONARCHIVAL
Rev.1 Formwhich provides a record of University offices who have applied for a permit to serve | Calendar Year NONESSENTIAL
alcoholic beveragesn campusincludesa description of the event; date; location; and estimat({ then OFM
attendance. Destroy.
10 11 62254 | Ballots Retain for 1 Year after Votes NONARCHIVAL
Rev. 0 A record of the votes cast to decide on a policy/procedure change or to determine the outcq Counted NONESSENTIAL
of a departmental choice, or to select membefsa committee or representative for a specific | then OFM
position including the Health and Safety Committee. Does not include ballots relating to Ter Destroy.
12 03 68243 | Donor Files Retain until Superseded NONARCHIVAL
Rev. 0 Provides information regarding donor prospects gathered for the purpose of soliciting gifts ¢ then ESSENTIAL
funds for the University. Documents the relationship between the Destroy. OFM
college/school/department/office and individual donor, corporate donor, or foundation. May
include profiles, donation information, correspondence, annual reports, newspaper clipping
16 12 69026 |Expert Witness Retain for 6 Years after NONARCHIVAL
Rev. 0 Records related to expert witness testimony or opinion provided by a UW employee Testimony/Opinion Provided NONESSENTIAL
then OPR
Destroy.
12 03 68238 | Incident Reports Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Internal departmental reports of facility damage, theft of UW property, etc., when no claim h Calendar Year ESSENTIAL
been filed. then OFM
NOTEThis is not the official UW Police "Incident Report" or "Accident/Incident Report” (injut Destroy.
93 05 52329 |Volunteer Applications Not Accepted/Withdrew Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides record of individuals denied volunteer status at the University. Calendar Year NONESSENTIAL
then OFM
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE(-;I;'I\ITH;)I\II\‘:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
09 09 62099 |Permission Request Letter Retain for 6 Years after Approve ARCHIVAL
Rev. 0 Provides a record of requests from individuals or publishers who want to use an article fron] Granted or Denied (Appraisal Required)
May include a copy of the text sent to the individual or publisher. Transferto Archives for appraisa OPR
and selective retention
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/02/ Executive Office
102/ Executive Office

Executive Office

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll-goNN:(’:\IT?ON DESIGNATION
NUMBER (DAN)
19 12 69413 | Appointment Letters Executive Office Retain for 5 Years after ARCHIVAL
Rev. 0 Documents a position of leadership appointed by the President or Provost. Includes appointme R€appointment/End of (Appraisal Required
for vice provost faculty, vice provost professional staff, chair, dean and executive directors. | APpoIntment ESSENTIAL
then OPR

Transferto Archives for appraisa
and selective retention

/02/02/ Provost

Executive Office

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEEE'I\'TTSNN AA(':\'TEI)ON DESIGNATION
NUMBER (DAN)

18 10 69314 | Academic Program Changes Retain for 5 Years afteProposal ARCHIVAL
Rev. 0 Proposals and supporting documentation recommending/approving the reorganization, Approved (Appraisal Required
consolidation, elimination, creation, transfer to another school, college or department of any then NONESSENTIAL
academic program. Includ&CEP (Reorganization, Consolidation and Elimination Procedure) { Transferto Archives for appraisa OPR

and selective retention
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AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II—L)ONN:(’Z\IT?ON DESIGNATION
NUMBER (DAN)
03 12 60625 | FinalOrders/Declaratory Orders Index Retain for 6 Yeas after End of NONARCHIVAL
Rev. 0 Creates an index of final orders for adjudicative proceedings and Declaratory Orders. Includes Calendar Year ESSENTIAL
correspondence. Actudleclaratory Orders are included in Board of Regents Meeting Minutes. | then OPR
Orders for adjudicative proceedings are included in Faculty Adjudication Files on the UW Gene¢ pestroy;
Records Retention Schedule. Index required as per RCW 42.56.070.
11 12 62901 |Joint Administrative Rules Review Committee (JARRC) Actions Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 UWrecord of actions taken by the Joint Administrative Rules Review Committee who can chog Biennium NONESSENTIAL
investigate the procedures used in an agency's rule making process. Includes correspondencg then OPR
Destroy.
11 12 62904 | Notification by Outside Agency of WAC Changes Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides a record of notification by state agencies who would likedade the UW in their WAC | Calendar Year NONESSENTIAL
rule making. Distributed to appropriate University offices who have the choice of follaypingth then OFM
the outside agency. Destroy.
11 12 62902 | Outside Agency WAC Changes Retain for 6 Years after Rule NONARCHIVAL
Rev. 0 UW involvement commenting and monitoring other agency rule making. Making Process Closed or NONESSENTIAL
Withdrawn OFM
then
Destroy.
03 12 60624 | Petitions For Adoption, Amendment, or Repeal of a Title 478 WAC Rule Retain for 6 Years after Approve ARCHIVAL
Rev. 0 State Office of Financial Management (OFM) forms received from members of the public and | ©F Denial of Petition (Appraisal Required
directed to the Board of Regents for adoption, amendment, or repeal of a Title 478 WAC rule. | then NONESSENTIAL
Includescorrespondence and incompletes. (Required as per RCW 34.05.330) Transferto Archives for appraisa OPR
and selective retention
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll—looNN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
03 12 60622 | Policy andinterpretative Statement Indexes Retain for 6 Years after NONARCHIVAL
Rev.0  |An index which documents statements of policy and interpretations of policy and WAC rules w| Superseded ESSENTIAL
have been adpted by the University. Required as per RCW 42.56.070. then OPR
Destroy.
03 12 60621 | Rule Review Retain for 6 Years after ARCHIVAL
Rev. 0 Promulgatedby executive order 902 Regulatory Improvement, provides a record of the Univers Administrative Purpose Served | (Appraisal Required
efforts to review rules for potential rule making revision. Includes ongoing Agency Plan. then NONESSENTIAL
. . OPR
Transferto Archives for appraisa
and selective retention
11 12 62903 | Rules Coordinator Registration and Washington State Register (WSR) Notices Retain until Superseded NONARCHIVAL
Rev. 0 Documents the appointment of the Director of Rules Coordination as the central contact for the then NONESSENTIAL
for WSR notices and for electronic access to the WSR. Destroy. OFM
03 12 60626 |Washington State Register (WSR) Filings for S&mnual Agenda Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Required as per RCW 34.05.314, provides a record of WAC rules which the UW is considering Calendar Year ESSENTIAL
adopting in some form over the next 6 months. Filed with the State Office of the Code Reviser| then OPR
publication in the WashingtoState Register. Also posted to Rules Coordination Office’s online | pestroy;
Rules Docket.
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/02/05/ Office of Faculty Senate and Governance
Faculty Senate
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II—L)ONN:(’Z\IT?ON DESIGNATION
NUMBER (DAN)
14 12 68711 | Adjudication Decisions Retain for 6 Years after Case ARCHIVAL
Rev. 0 Documents decisions aralitcomes of adjudicative proceedings. Includes petitions, responses, | Closed (Appraisal Required
decisions of the adjudicative panel chair, decisions of the hearing panel, decisions of the presi( then NONESSENTIAL
and details of the closure. Transferto Archives for appraisa OPR
and selective retention
91 09 48181 | Adjudication Files Retain for 6 Years after Case NONARCHIVAL
Rev. 0 Provides record of the adjudicative proceedings of the faadtymittee empowered to act in a Closed NONESSENTIAL
judicial capacity for the resolution of differences. Includes all correspondence, reports, audio t| then OPR
and other nondecision documents not included in "Adjudication Decisions". Destroy.
91 09 48183 | Senate Bulletins Retain for 6 Years after End of AR_CHNA_L
Rev. 0 Includes Class A Senate Bulletins which provide an explanation of proposed legiskitins to Academic Year (Appraisal Require}
. ! . N NONESSENTIAL
amend the Faculty Code, Class B Senate Bulletins which provide a record of general legislatiy then OFM
actions other than those which amend the Faculty Code, and Class C Senate bulletins which [ Transferto Archives fomppraisal
record of nonlegislative Senate actions whicltinde passage of resolutions, appointment of and selective retention
committees, approval or disapproval of committee reports, reception of reports or information,
determination of Senate Blaws.
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/02/0 8/ UW Privacy Office
UW Privacy Office
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II—L)ONN:(’Z\IT?ON DESIGNATION
NUMBER (DAN)
19 10 69410 | Data Subject RequestComplete Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 In compliance with data protection or privacy related laws and regulations, forms or records re| Academic Year ESSENTIAL
to adata subject's request to access, erase, correct, or transfer their own personal data, when| then OFM
request is fulfilled by the UW Privacy Office. Destroy.

19 10 69411
Rev. 0

Data Subject RequestComplete, Referred to Another Office

In compliancewith data protection or privacy related laws and regulations, forms or records rela
to a data subject's request to access, erase, correct, or transfer their own personal data, when
request is received by the UW Privacy Office and referred tohemdJW department to be fulfilled.

Retain for 2 Years afteRequest
Closed

then
Destroy.

NONARCHIVAL
ESSENTIAL
OFM

19 10 69412 | Data Subject Requestincomplete Retain for 6 Months after NONARCHIVAL
Rev. 0 In compliance with data protection or privacy related laws and regulations, forms or records re| Request Closed ESSENTIAL
to a data subject's request to access, erase, correct, or transfer their own personal data, when| then OFM
request iffulfilled by the UW Privacy Office. Destroy.
Page30of 195
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/03/ National Primate Research Center
/03/01/02/ National Primate Research Center. Animal Records
Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\I'I:II-IC())NN:\C'I\]T?ON DESIGNATION
NUMBER (DAN)
87 940700 |Animal Record Electronic Retain for 25 Years after Death ARCHIVAL
Rev.l Record of animal husbandry, animal genetics, clinical, and research history, including lab repo| OF Transfer of Animal (Appraisal Required
assignments to research projects, etc. Mained as per 9 CFR 103.2 and 9 CFR 2.75. Ingladizs | then ESSENTIAL
information extracted fromPathology/Necropsy Reports. Includes information on daily moves, | Transferto Archives for appraisa OPR
surgeries, and medications. and selective retention
87 9 40705 | Animal Shipment Records Retain for 6 Years after End of ARCHIVAL
Rev.1 Provides a record by shipment of animals to and from the Primate Center. Includes all records| Calendar Year (Appraisal Required
required by the USDA, including APHIS Form 7020 "Record of Acquisition, Disposition or Tran then ESSENTIAL
Animals,” which accompanies eachshent. Also includes Permits for Exportation and Small An| Transferto Archives for appraisa OPR
Health _certificate AGR 3008 as per WAGS4®30 and 9 CFR 2.78. Includes shiprr_1ents to and frd and selective retention
an offsite UW colony. Includes animals transferred externally to-bovi research sites, born &
UW colony or acquired from a vendor.
97 12 58177 | Animal Technician Weekly Checklist Retain for 3 Yeas after End of NONARCHIVAL
Rev.1 Provides a record by room of specific items of animal husbandry (e.g., bedding changes, cage Calendar Year ESSENTIAL
changes, daily feedings) and of eovimental conditions within each room of the facility in which | then OFM
animals are maintained (e.g., temperature range, room cleaning). Must remain in animal area.| pestroy,
15 0368742 | Controlled Substance Records Retain for 2 Years after End of | NONARCHIVAL
Rev. 0 Inventories and records of controlled substances documenting the receipt and disposition of th Calendar Year NONESSENTIAL
drugs as per RCW 69.41.042 and 21 CFR 1304.03. then OPR
Destroy.
NATIONAL PRIMATH
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/03/01/02/ National Primate Research Center: Animal Records

Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;EII\I'I:II-L?AI\KIZ?E)?\I DESIGNATION
NUMBER (DAN)
12 03 68202 | Environmental Enhancement Calendars Retain for 3 Years after End of NONARCHIVAL
Rev.1 This series provides a record of animal technici@isbursing food and foraging enrichment to the | Calendar Year ESSENTIAL
animals, where the variety and contents of enrichment items follow the Washington National then OPR
Primate Research Center Division of Primate Resources SOP#712. Environmental enrichmen! pestroy,
required as per 9 CFR 3.8%ust remain in animal area.
87 9 40704 |Importer's Registration Retain for 6 Years after Renewg NONARCHIVAL
Rev. 0 Authorization letter to thePrimate Center for registration as an animal importer. Renewed every Of License or Permit NONESSENTIAL
two years. then OPR
Destroy.
97 12 58182 | Pathology/Necropsy Reports Retain for 1 Year after End of ARCHIVAL
Rev.1 Provides a record of results of pathological testing or necropsy for each animal death. Calendar Year (Appraisal Required
then NONESSENTIAL
. . OFM
Transferto Archives for appraisa
and selective retention
19 08 69406 | Sedation and Anesthesia Monitoring Adverse Event Retain for 6 Years aftetJSDA NONARCHIVAL
Rev. 0 Records reporting the results of sedating animals under anesthesia in which an adverse event| Investigation Complete NONESSENTIAL
occurred. These cases get reported to the USDA. then OPR
Destroy.
1908 69407 |Sedation and Anesthesia MonitoringNo Adverse Event Retain for 6 Months after NONARCHIVAL
Rev. 0 Records reporting the results of sedating animals under anesthesia in which no aegvense Sedation Completed NONESSENTIAL
occurred. then OPR
Destroy.
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/03/01/02/ National Primate Research Center: Animal Records

Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;@T{E?NN:CI:\]T?ON DESIGNATION
NUMBER (DAN)
87 9 40703 | Tissue Program Users Folders Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of requests from researchers for primate tisaneples. Includes the Biohazard{ Calendar Year ESSENTIAL
Safety Statement, signed by the requester, that is maintained as per 29 CFR 1910.145(e)(4). k then OPR
researchers, a copy of their EH&S approval form is included. Destroy.
NATIONAL PRIMATH
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/04/ Vice Provost for Academic Personnel

/04/05/ Equal Opportunity

Affirmative Action

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

NUMBER (DAN)

19 02 69352 | Affirmative Action Plans Retain for 3 Years after End of | NONARCHIVAL
Rev. 0 A record of established policies and procedures. Includes annual reports mvhiciclude: Reporting Period NONESSENTIAL
employee profiles, workforce displays, analyses, goals, and timetables, as well as reports prov then OPR
the Equal Opportunity and Affirmative Action Office to Deans and department Chairs showing Destroy.
affirmative action goals for academic personhilng in a particular school or college. See 41 CH
60-1.12, 60300.44(f)(4), and 6041.44(f)(4)
/04/06/ International Scholars Office
Human Resources
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSRS ND DESIGNATION

DISPOSITION ACTION

00 07 59773
Rev. 1

Application for Permanent Resident Status

Documentgequests for permanent resident status by faculty holdingiBlor Q1 visas. May include
Department of Labor forms ET941 (Prevailing Wage Determination) and 9089 (Application
for Permanent Labor Certification), US Citizenship and Immigration &efeiens 41140 (Immigrant
Petition for Alien Worker);907 (Request for Premium Processing Service)-&8d (Notice of
Action), Customs and Border Protection for®4l (Admission/Departure Record), as well as
supporting documentation and green card dooentation. (Retention required for 5 years, per 20
CFR 656.10(f).)

Retain for 5 Years after
Permanent Labor Certification
Filed

then
Destroy:.

NONARCHIVAL
NONESSENTIAL
OPR

VICE PROVOST FOR
ACADEMIC PERSONNY
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/04/06/ International Scholars Office

Human Resources

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

19 0669362 |E3 Status Folder Retain for 1 Year after NONARCHIVAL
Rev. 0 Documents procedures necessary iiternational academic personnel seeking nonimmigrant stg ermination of _ ESSENTIAL
as E3 temporary workers. May include: DOL forms STA1 and ETA035 (Labor Conditions EmploymentApplication Expired OFM
Application), USCIS form&29, 1907, }539, +824, and 797; CBP form94; UW H Visa Request | O Withdrawn
Form. (Rtention required for 1 year per 20 CFR 655.760(c).) then
Destroy.
90 01 45455 |H-1 Status Folder Retain for 1 Year after NONARCHIVAL
Rev.1 Documents procedures necessary for those international employees for whom the UW is seek 1€rmination of _ ESSENTIAL
nonimmigrant status as-#B temporary workers. May include: DOL forms-BTAL and ETA035 | EmploymentApplication Expired OPR
(Labor Conditios Application), USCIS forms29 (Petition for Nonimmigrant Workery9D7, 1539 | or Withdrawn
(Application to Extend/Change Nonimmigrant Statu8g4 (Application for Action on Approved then
Application or Petition), and797; CBP form34; UW H Visa Request Form.t@éion required for | pestroy,
1 year, per 20 CFR 655.760(c).)
90 01 45453 | J1 Status Folder Retain for 3 Years after NONARCHIVAL
Rev.1 | Documents procedures necessary for international academic personnel seeking nonimmigrant T ermiration of Employment ESSENTIAL
as 31 exchange visitors. May include: Department of State forR2@ (Certificate of Eligibility for /Completion of Program OPR
Exchange Visitor Status) and-B@®?2 (Training and Internship Placement Plan), CBP f8drahd 4 then
515A (Notice to Student or Exchange Visitor), UW J Visa Request Form. (Retention required { pestroy,
years per 22 CFR 62.10(g).)
19 06 69363 | TN Status Folder Retain for 6 Years after NONARCHIVAL
Rev. 0 Documents procedures necessary iisternational academic personnel or staff seeking Termination ofemployment ESSENTIAL
nonimmigrant status as TN NAFTA workers. May include: USCIS-fi283907, 1539, k824, and4 | /Application Expired or OFM
797; CBP form94; UW H Visa Request Form. Withdrawn
then
Destroy.
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/05/ University Libraries

Library

/05/01/03/ Library: Organization Dev and Training

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

06 05 61192 | Applications for Funding for Continuing Education Retain for 2 Years after End of | NONARCHIVAL
Rev.0 | This series provides a record of staff requests for reimbursement or funding for continuing edu Biennium NONESSENTIAL
courses. then OFM
Destroy,.
/05/02/03/ Library: Researchand. y a 40 NHdzZOU A2y It { SNWAOSY ! O0OSaa {SNWAOS
Library
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlggggll\l-l:ll—g)NN:(':\lT[l)ON DESIGNATION
NUMBER (DAN)
95 06 55508 | Annual Invoice for Membership iGopyright Transactional Reporting Service Retain for 2 Years after End of | NONARCHIVAL
Rev.0 | Provides record of payment of annual registration fee to the Copyright Clearance Center. Fiscal Year NONESSENTIAL
then OFM
Destroy.
95 06 55507 | Copyright Compliance Lists Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provide listingof the number of copyright requests for each title in a year period. Used to Fiscal Year ESSENTIAL
determine required copyright fees per copyright law. then OPR
Destroy,.
UNIVERSITY
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/05/02/03/ Library: Researct YR Ly ad NHzOGA 2yt { SNIBAOSY ! 00Saa { SNIBA
Library

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\l-l:ll-looNN:C’:\IT?ON DESIGNATION
NUMBER (DAN)
95 06 55510 | UWorld Statistics Retain for 3 Years after End of | NONARCHIVAL
Rev. 0 Provide a record of lender and academic department activity. Fiscal Year NONESSENTIAL
then OFM
Destroy.

/05/03/02/ Information Resources, Collections and Scholarly Communicatidasts Program
Library

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE?I\I'I:II—IC?NN:('Z\]T[I)ON DESIGNATION
NUMBER (DAN)
06 05 61185 | Non-Cash Gift Records Retain for 10 Years after Last ARCHIVAL
Rev. 0 Provides a record of necash gifts, including both neappraised and appraised items, received by CGift FromDonor (Appraisal Required
the UW Libraries. May include gift transmittal, gift report form, correspondence, etc. which then ESSENTIAL

and selective retention

UNIVERSITY
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/05/03/05/ Libraries: Preservation Services Division

Library

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

11 02 62424 | Preservation Reformatting Log Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 This series, also known as thieipment list, provides a record of the monographs or serials sent { Fiscal Year NONESSENTIAL
vendors for scanning, microfilming or preservation photocopy/facsimile. Contains call no., title,| then OPR
and cost information. Destroy.
11 02 62425 | Preservation/Replacement Decision Form Retain for 1 Year after Action NONARCHIVAL
Rev. 0 This form initiates the actions taken to manage fragile/damaged monographseaiads. Inputis | Completed NONESSENTIAL
received from selectors who provide their preference on an action to be taken. Monographs m then OFM
reprinted, a facsimile may be created, they may be discarded, or a phase box may be created. Destroy.
16 06 68991 | Treatment Report Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Reports which document actions taken to preserve and conserve fragile/damaged library mate Fiscal Year NONESSENTIAL
Details condition before and after treatment and the repairs/treatments completed. then OFM
Destroy.
/05/09/01/ Health Sciences Library and Information Center: Fiscal Office
Library
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RSUEN LS DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

96 10 57122

Course Reserves Request Form

Retain until End of Quarter

NONARCHIVAL
NONESSENTIAL

Rev. 0 then
Destroy. OFM
UNIVERSITY
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Provides record of courgeserve requests. Includes communication with faculty concerning the
status of their reserve requests; records of personal property of faculty used for reserves; and
information for when and how personal property is to be returned to faculty.

UNIVERSITY Page39o0f 195
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/06/ UndergraduateAcademic Affairs

/06/05/ Office of Educational Assessment
Education Assessment

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIgEgiT'TTI'OONN :C'\'T'?ON DESIGNATION
NUMBER (DAN)

06 04 61134 | Service Request Form©ff-Campus Retain for 1 Year afteEnd of NONARCHIVAL
Rev.l Report of the numbeof forms produced, ordered, scanned, and processed forlddn educational | Calendar Year NONESSENTIAL
institutions teaching evaluations. Report also includes information about the class including then OFM
instructor's name and class size. Used for statistical tracking. Destroy.

/06/ 11/02/ Undergraduate Academic Affairs: Jumpstart
Academic Affairs

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\g lC())NN :(I:\IT?ON DESIGNATION
NUMBER (DAN)

09 0261935 |Program Partner Agreements Retain for 7 Years after End of | NONARCHIVAL
Rev.0 |This series provides a record of agreement between the University and preschools where stud Funding Cycle NONESSENTIAL
are volunteering. then OPR
Destroy.

UNDERGRADUATE
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/07/ Vice Provost for Research
/07/01/ Office of SponsoredPrograms

Research Administration

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEEB@I\I‘I}I—LDONN:(’Z\IT?ON DESIGNATION
NUMBER (DAN)
86 6 3696 | Grant and Contract ProposalNot Confirmed Retain for 2 Years after EGC NONARCHIVAL
Rev. 0 Provides record of University grant and contract proposals with no award decision by funding |APProved NONESSENTIAL
agencies. May include: Proposal for grant or contract, Proposal control sheet, Request for Apg then OFM
of Application for Grant or Contra@EGEL), correspondence, notes, etc. Destroy.

/07/02/ Office of Research: Administration

Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;@T‘J?NN:(I:\IT?ON DESIGNATION
NUMBER (DAN)
06 09 61264 | Conflict of Interest Files Retain for 6 Years after Close of NONARCHIVAL
Rev.l Provides a record of University efforts to manage, reduceliorinate Financial Conflicts of Interes Study ESSENTIAL
OPR

between Investigators and Innovators and Companies, or other external organizations who furi then
research, collaborate on research, or for which Investigators have a Significant Financial Intere pestroy,
which may include pnading outside professional services. Records for sponsored research are
initiated at time of proposal, records for internal research and technology transfer are initiated
first disclosure or request to review by researcher or other administrative Bitits are established
when an employee with the designated role of Investigator involved in University research, or
Innovator for technology transfer has a Financial Conflict of Interest between outside interests
activities and research, sponsored prag, or technology transfer occurring at the University.

VICE PROVOST FO
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/07/02/ Office of Research: Administration

Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzgggl\l'l:ll-lOONN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
06 09 61550 | Conflict of Interest FilesNot Funded Retain for 1 Year after End of NONARCHIVAL
Rev. 1 Provides a record of University efforts to ensure there is no Financial Conflict of Interest betwe Calendar Year NONESSENTIAL
Investigators and the companies, or other external organizations who fund research, collabora] then OFM
research, or for which Investigators have a Signifi€anancial Interest which may include providir pestroy;
outside professional services. Digital records are created at time of proposal and are retained
Financial Interest Disclosure System (FIDS).
08 10 61883 | Embryonic Stem Cell Research Oversight Research ApplicatiorgAlgsroved Retain for 6 Years after NONARCHIVAL
Rev.l Applications submitted to Embryonic Stem Cell Research Review Oversight (ESCRO) Commit Termination of Study ESSENTIAL
and/or the Embryonic Stem Cell Research Chair for approval to use sterinagekearch projects. then OPR
Files may include, but are not limited to, the following: master copy of applications, Review Destroy.
Committee's disposition documentation, investigator's responses to the Committee, consent fg
sponsor research protocols, correspamite and supporting papers, modifications to applications
annual status reports, copy of Environmental Health & Safety (EH&S) approvals, and other rel
Compliance Office approvals.
08 12 61904 | Embryonic Stem Cell Research Database Retain until Administrative NONARCHIVAL
Rev.0 |This database serves as a finding aid and does not include any original informatiackstall Purpose Served NONESSENTIAL
applications received by Embryonic Stem Cell Research Oversight Office. Application informa then OFM
includes title, name of principal investigator, date received, date of review, information about g| pestroy;
related to the application, status of appditton, period of approval, modification requests,
information about type of stem cells, etc.
86 1 35873 | Request for Approval oDutside Prof. Services for Compensation During Period of Regular and| Retain for 6 Years after End of | NONARCHIVAL
Rev.2 Emeritus Appointment Fiscal Year NONESSENTIAL
Requests from regular and emeritteculty engaged in University research and technology transi then OPR
to perform outside professional work for compensation Destroy.
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/07/03/ Office of Research: HumaBubjects Division

Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzgggl\l'l:ll—lOONN:C’Z\ITl?ON DESIGNATION
NUMBER (DAN)
98 04 58340 | Certificate of Exemption Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Form completed, in lieu of a formal application, for toek research using human subjects. Calendar Year ESSENTIAL
Approved and signed by the chair of the Department, forms include information such as the pr( then OPR
title, grant title, categoryunder which the research qualifies for exemptions, abstract of the projeg Destroy.
and human subject information (checklist). Reviewed by Human Subjects Division and, if doe
meet exemptions, form is denied and researcher must submit formal applicatidrufoan subject
research approval.
04 11 60822 | Complaints Retain for 6 Years after End of ARCHIVAL
Rev. 0 Human Subjects protectionslated concerns and complaints which cannot be linked to a specifil Calendar Year (Appraisal Required
approved Human Subjects application. then NONESSENTIAL
Transferto Archives for appraisa OPR
and selective retention
98 MM 58342 | Human Subjects Database Retain for 10 Years after NONARCHIVAL
Rev. 0 Database tracks all applications received by Human Subjects Division. Applidatioration Administrative Purpose Served ESSENTIAL
includes title, name of principal investigator, date received, date of review, information about g| then OFM
related to the application, status of application, period of approval, receipt date of adverse effe Destroy.
reports, modification requests, inforation about number of and type of human subjects enrolled
be enrolled, etc.
VICE PROVOST FO
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/07/03/ Office of Research: Human Subjects Division

Research

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

89 1 43543 | Human Subjects Review Committee Applicatieridenied Retain for 10 Years after End of NONARCHIVAL
Rev. 0 Applications for research using Human Subjects that were denied by the Review Committee. |/ Academic Year NONESSENTIAL
include, but not limited to, the following: application, sample consent forms, Review Committe( then OPR
disposition documentation, the investigatorssponses to the Committee, sponsor protocols, cof pestroy,
of Radiation Safety Committee review, correspondence and supporting documentation,
modifications to applications, application annual reviews, annual and final status reports, Adv,
Event Reports, necompliance documentation, records requests, safety reports, confidentiality
agreements, subject complaints.
04 11 60823 | HumanSubjects Review Committee ApplicatioAd&/ithdrawn Retain for 1 Year after NONARCHIVAL
Rev. 0 Applications for research using Human Subjects that were withdrawn from consideration. May Withdrawn NONESSENTIAL
include, but not limited to: applicationonsent forms, Review Committee's disposition then OFM
documentation, the investigator's responses to the Committee, sample sponsor protocols, cop Destroy.
Radiation Safety Committee revieand documentatiorof withdrawal.
89 143542 |Institutional Review Board Application FileApproved Retain for 10 Years after NONARCHIVAL
Rev. 0 Applications submitted to Institutional RevieBoard Committee for approval to use human subje( Termination of Study NONESSENTIAL
in research projects. Files may include, but are not limited to, the following: master copy of then OPR
applications, Review Committee's disposition documentation, investigator's responses to the Destroy.
Committee, consnt forms, sponsor research protocols, correspondence and supporting papers
modifications to applications, annual status reports, adverse effect reports, safety reports,
confidentiality agreements, copy of Radiation Safety Committee review, subject dats@ad final
status report.
VICE PROVOST FO Paged4 of 195
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/07/03/ Office of Research: Human Subjects Division

NUMBER (DAN)

Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlggggl\l'l:ll—lOONN:C’I\IT?ON DESIGNATION
NUMBER (DAN)
89 1 43544 |Review Committee Agenda and Minutes Retain for 10 Years after End of ARCHIVAL
Rev. 0 Report of Review Committemeetings. Agendas include date and time of meeting, name of | Academic Year (Appraisal Required
committee chair, members in attendance, titles of applications to be reviewed, and names of | then NONESSENTIAL
reviewers. Minutes include the agenda, action taken on each application (approved, deferred,| Transferto Archives for appraisa OFM
denied),and vote of committee members. and selective retention
/07/05/01/ Applied Physics Lab: Finance
Research
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

99 09 59298 | Prorated Direct Cost (PDC) Budget

Retain for 6 Years after End of

NONARCHIVAL

VICE PROVOST FO
RESEARCH

Rev.0 |Annual budget documerthat supports the derivation of an annual rate used to allocate certain | Fiscal Year NONESSENTIAL
direct costs to grants and contracts. then OPR
Destroy.
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/07/06/ Office of Research Misconduct Proceedif@RMP)

Research

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

09 09 62095 | Research, Scientific or Scholarly Misconduct Allegatidbsncluded at Inquiry Stage Retain for 7 Years after UW NONARCHIVAL
Rev. 0 Provides a record of handling of research, scientific or selyoiisconduct allegations against Closes Case ESSENTIAL
University faculty, students or staff under Executive Order No. 61 where inquiry concludes thal then OPR
investigation not warranted. Includes notification to respondent of allegation, any sequestered Destroy.
research materials relevamd allegation, and final inquiry record and report. (See 42 CFR § 93.3
for 7-year retention requirement.)
09 09 62094 | Researchscientific or Scholarly Misconduct Allegatiori3eclined or Resolved Prior to Inquiry Retain for 3 Years after NONARCHIVAL
Rev. 1 Provides a record of handling of research, scientific or scholarly misconduct allegations againg Allegationdeclined or resolved ESSENTIAL
University faculty, students or staff under University Executive Order No. 61 where matter dec| Py Office of Research Miscondu OFM
(e.g., ecause not within purview of Office of Research Misconduct Proceedings) or resolved (¢ Proceedigs
because allegation withdrawn) prior to initiation of an inquiry. then
Destroy.
09 09 62096 | Research, Scientific or Scholarly Misconduct Allegatidngestigation Warranted Retain for 7 Years after UW or | NONARCHIVAL
Rev. 0 Provides a record of handling of research, scientific or scholarly misconduct allegations againg FéderaiGovernment Closes Cas ~ ESSENTIAL
University faculty, students or staff undExecutive Order No. 61 where investigation warranted. | Whichever is Later OPR
Includes notification to respondent of allegation, any sequestered research materials relevant{ then
allegation, final inquiry record and report, and final investigation record and report (including Destroy.
witness interviews). (See 42 CFR § 93.317-faar retention requirement.)
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/08/ Vice Presidenbf Facilities

/08/03/ Facilities: Partner Resources
Facilities Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEB@I\I‘I:II—BONN:(’Z\IT?ON DESIGNATION
NUMBER (DAN)
99 MF 59143 | Request of Leave Takeri999 and prior Retain for 50 Years after End of NONARCHIVAL
Rev. 0 Provides record of leave taken by Facilities Services employees. Posted to Work & Leave Re Month ESSENTIAL
(Form 220). Prior to the year 2000, the Request of Leave taken replaced the 220s in FSO and then OPR

the only signed documentation of leave, therefore replacing 220s. All records prior to 2000 wil Destroy.
need to be microfiched after 6 years aRgtaired in that format for the remainder of the retention
- In 2006, the project is now complete.

/08/ 04/0 1/ Facilities: Project/Construction Accounting
Capital Projects

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggi'l\g lC())NN /@'T'?ON DESIGNATION
NUMBER (DAN)

89 9 44873 | Capital ProjectsAccounting Files Retain for 10 Years after Project NONARCHIVAL
Rev. 1 Provides financial documentation of construction, renovation, improvements or repairs for new Complete/ Acceptance NONESSENTIAL
existing facilities at UW. May include: contracts, change orders, cabinet memos, pay requests then OPR

invoice register, authorizations to proceed, purchase and physical plant requisitions, work orde Destroy.
project control sheets, budget revisions, budget establishments, account verifications,
correspondence, modification proposals, Minority and Women's Bassifcnterprise Quarterly
Reports, etc.
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/08/09/03/ Facilities: Facilitylnformation Library- FacilityRecords
Facilities Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\"l:ll-looNN:C’I\ITl?ON DESIGNATION
NUMBER (DAN)
15 12 68846 | Campus Drawing Records Retain for 6 Years after Until ARCHIVAL
Rev. 0 Drawings or plans afections of campus, including architectural drawings and background draw| Superseded (AppraisalRequired)
Does not include operational utility drawings. then NON%SPSRENHAL
Transferto Archives for appraisa
and selective retention
/08/11/01/ Commuter Services: Accounting
Transportation Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\l'l:ll—lC?NN:('Z\lT[l)ON DESIGNATION
NUMBER (DAN)
89 8 44702 |ReturnedGate Parking Permits Retain for 3 Months after Fiscal] NONARCHIVAL
Rev. 0 Provides a record of refunded permits. Used primarily for reconciliation. Year + Audit ESSENTIAL
then OFM
Destroy.
90 4 46129 |Voided Permits Retain for 1 Year after Fiscal NONARCHIVAL
Rev. 0 Provides record of permits returned to Permit Issuance Office for refund; specifically annual, Year + Audit NONESSENTIAL
quarterly, UPasses, or short term permits. then OFM
Destroy.
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/08/11/02/ Commuter Services:Commute Options
Transportation Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE;%TITTSA’;IC?::‘)?\] DESIGNATION
NUMBER (DAN)
96 01 56402 | Transit Comment File Retain for 6 Months after End of NONARCHIVAL
Rev. 0 Provide a record of complaints, suggestions or problems offered by UW patrons of contracted Quarter NONESSENTIAL
agencies. A copy is forwardedtte contracted transit agencies for response. The Transportati¢ then OFM
Systems office then forwards any response to the person commenting. All correspondence is Destroy.
completed via email.
/08/11/06/ Commuter Services: Operations
Transportation Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzgg?l\l'l:ll—lOONN:(’I\IT?ON DESIGNATION
NUMBER (DAN)
894 44179 |Daily Lot Count Retain for 3 Years after End of | NONARCHIVAL
Rev. 0 Daily tracking device to determine empty spaces in each parking lot. Used for parking needs' | Fiscal Year NONESSENTIAL
projections. This information is now electronic. then OFM
Destroy.
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/08/11/07/ Transportation ServicesSales and Administration
Transportation Services

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

07 08 61598 | Citation Dismissal Requests Retain for 1 Year after End of NONARCHIVAL
Rev.0 This series provides a record of formal requests from Commuter Services to Parking Violations Calendar Year NONESSENTIAL
requesting the dismissal or fine reduction of parking citations. May include correspoadegth then OFM
Parking Violations. Destroy.
03 12 60632 | Credit Card Request Forms Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Forms filled out byiniversity departments/offices requesting special credit cards that can be us¢ Fiscal Year NONESSENTIAL
for parking on campus and charged to departmental budgets. then OPR
Destroy.
00 05 59689 | Default Notice Retain for 6 Years after End of | NONARCHIVAL
Rev.0 |This series provides a record of copies of letters sent to individuals who have not responded t¢ Month ESSENTIAL
tickets by default response date, Provides the individual witification of the date the ticket will then OPR
default and be turned over to a collection agency. Also informs individual that once ticket defay pestroy.
their car will be subject to impound. Includes list of tickets incurred by individual as well as the
default datefor each ticket. Also known as Default Judgment. As of August 2009, copies are ng
longer being generated.
07 08 61599 | Excessive CitatioNotice/Reports Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 This series provides a record of letters generated to warn permit holders about possible revoc: Calendar Year NONESSENTIAL
of permit rights due to excessive parking citations. Also includes letters generated tenesokit then OPR
rights and supporting citation history records (produced and provided by Parking Violations) th Destroy.
serve as backip documentation.
00 05 59699 | Impound Packet Retain for 6 Years after Case NONARCHIVAL
Rev. 0 This series provides a record of impounds. These packets may include release from the towing Closed ESSENTIAL
company vendor, citation issues, registered owner printinternal correspondence, etc. then OPR
Destroy.
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/08/11/07/ Commuter Services: Permits
Transportation Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DlzggiTlﬁlc?NN:é\lT?ON DESIGNATION
NUMBER (DAN)
89 4 44158 | Parking Permits, Approval and Distribution Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Documents requests for permits to park at the UW, regardless of campakides parking permits | Fiscal Year NONESSENTIAL
for construction, parking, disability parking, all game parking, carpool parking, President's Clulj then OPR
parking, short term and special permit parking, departmental out of area permits, etc. Also cor Destroy.
Allocation Authorization Letts.
00 MM 59707 | Parking Violations Database Retain for 6 Years afteCitation NONARCHIVAL
Rev. 1 Database record of parking citations issued, appeals, and fines. Citations may be uploaded dj ISsued ESSENTIAL
into the database or may be handwritten and data entered. This series also includes older citg then OPR
which have not been entered into the database. Incluitieket number, time, location, officer, etc.| pestroy.
Can be used to reproduce citations.
89 4 44162 | Payroll Deduction Approvals Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Authorizes monthly payroll deductions and/or termination of deductions for employee's annual| Fiscal Year NONESSENTIAL
parking permit, carpool parking permit, commuter ticket and/or UPASS. Also includes a record| then OPR
reported lost or stolen permits. Destroy.
93 10 53195 | U-Pass Application Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides an application record to receive #blss on guarterly/annual basis. Fiscal Year NONESSENTIAL
then OPR
Destroy.
93 10 53191 | Waiting List Files Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Computergenerated list providing a record of applicants offered a space in a specific parking I¢ Fiscal Year ESSENTIAL
Includes name, social security number, and lot title. Also includes the initial application and then OPR
confirmation letters sent to employees upon parking losigament. Destroy.
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/08/11/08/ Commuter Services: Special Events

Transportation Services
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS SR TIEN AT DESIGNATION

NUMBER (DAN)

Retain for 1 Year afteEnd of

NONARCHIVAL

07 06 61544 | Special Events and Arranged Parking Request Forms
Rev. 0 This series provides a record of UW or AW customersontacting the Special Events office to | Fiscal Year NONESSENTIAL
arrange parking and/or seek assistance with parking for campus events. Documentation on th¢ then OFM
campus event will be found in the Recurring or Single Event files. Destroy.
/08/12/01/ Transportation Services: Fleet Services & Maintenance
Transportation Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlggggl\l'l:ll—looNN:Cli\lT[l)ON DESIGNATION
NUMBER (DAN)
10 03 62118 |Underground Storage Tank Files Retain for 6 Years after End of ARCHIVAL
Rev. 0 This series provides a record of UW's compliance reitulations regarding the installation, Calendar Year (Appraisal Required
maintenance and use of underground tanks for storing hazardous materials. May include insp| then ESSENTIAL
logs, tank registration forms, training, repair records, etc. These records are not duplicates of V Transferto Archives for appraisa OPR
held by EH&SEnvironmental Programs Office, 34.05.03. and selective retention
10 04 62145 |VehicleUtilization Records Retain for 6 Years after End of | NONARCHIVAL
Rev.1 Electronic source documentation used to generate the Vehicle Utilization Report which is sent| Fiscal Year NONESSENTIAL
Washington State Office of Financial Management quarterly. Includes Vehicle Utilization Resp| then OPR
forms, Utilization Review Response tracking spreadsheet and Waiver Request Letters, etc. | pestroy.
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/08/ 21/ Facilities:Project Delivery Group

Facilities Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\"l:ll—looNN:C’I\IT?ON DESIGNATION
NUMBER (DAN)
Retain for 10 Years after End of ARCHIVAL

10 06 62226 |Preservation, Renovation, and Modernization (PRAM) Files

Calendar Year

(Appraisal Required

Rev.0 This series provides a record of documents used as a resource in the planning and byutgetisg
for the preservation, renovation, and maintenance of UW Buildings for facilities management. | then ESSENTIAL
include Facman Reports, renewal programs, building audit information, biennium budggtal | Transferto Archives for appraisa OPR
and projected, major renovation planning, cost estiggtetc. and selective retention
/08/ 23/01/ Facilities: Campus Utilities
Facilities Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE?I\I'I:II-L)ONN:(;\IT?ON DESIGNATION

NUMBER (DAN)

Retain for 1 Year after End of

NONARCHIVAL

03 03 60510 | Confined Space Entry Permit (1219)
Rev.1 Provides a record of approval to safefyter a confined space while being monitored. Per WAG 2| Calendar Year iwhich Permit NONESSENTIAL
80950006, Confined Space Entry Permits should be kept for one year in order to facilitate the | EXpires OPR
of the permitrequired confined space program. then
Destroy:.
98 07 58565 | Lock Out/Tag Out Report Retain for 3 Years after End of | NONARCHIVAL
Rev.0 | A maintenance file which provides a record of valves and switches involvepaiin work. Calendar Year NONESSENTIAL
then OFM
Destroy:.
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/08/ 24/ Facilities Regulated Materiad

Facilities Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS D|§Eg§TﬁgA’\é¢%?\l DESIGNATION
NUMBER (DAN)
11 04 62450 | Air and Bulk Sample Lab Reports Retain for 30 Years after End of ARCHIVAL
Rev.1 This series providesrecord of lab reports for asbestos, lead testing, PCBs, and heavy metal | Calendar Year (Appraisal Required
compositions etc. This documents that the work in renovated buildings was completed correct| then ESSENTIAL
that the building is ready for occupation. Includes a record of lab reports recpiv@dto July 2010 | Transferto Archives for appraisa OPR
when the UW contracted out the air sampling and evaluation to consultants. Required as per ( 34 selective retention
specifically 29CFR1926.1101(n)(2)(iii) and tied to demolition of building. Archival status ensurg
records will be preserved for the lifetie of the agency and therefore its buildings.
11 04 62452 | Air Samples Retain for 1 Year afterFinal NONARCHIVAL
Rev.1 This series provides a record of the physical sample taken during an abatement. The samples| Report Completed ESENTIAL
used to generate the Air and Bulk Sample Lab Reports as required per 20CFR1926.1101(n)(2| then OPR
Destroy.
11 04 62453 | Asbestosand Hazardous MaterialSurveys Retain for 30 Years afteEnd of ARCHIVAL
Rev.1 This series provides a record of surveys conducted at the University relating to asbestos, PCB Calendar Year (Appraisal Required
and heavy metals. They are completed prior to an abatenmeptder to determine the scope of the then ESSENTIAL
ensures records will be preserved for the lifetime of the agency and therefore its buildings. and selective retention
96 02 56498 | Close Out Documents Retain for 30 Years afteBuilding ARCHIVAL
Rev.1 Required for major asbestos projects, provides a summary of events and activities followed du Demolished (Appraisal Required
the course of an asbestos abatement. Includes final project report, photographs, then ESSENTIAL
contractor/consultant daily work observation, waste/landfill receipts, PSAPCA notifications, Transferto Archives for appraisa OPR
representative area air monitoring, personnel air monitoring, worker training, contractor insurar gnq selective retention
certificates, pay applications, releases/waivershasits from contractor, etc.
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/09 Vice Presidenbf Hhance

/09/01/ Procurement Services

Procurement

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

01 08 60135 | Account Reconciliation Reports Retain for 2 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of reports extracted from FAS (database) for use in reconciliation of various Biennium NONESSENTIAL
accounts. Used internally for tracing problems and for research. Includes Ac&ayatisle Details | then OFM
Reports. (See DAN-G&46417 for source documents.) Destroy.
13 09 68451 | Cancelled Bids Retain for 1 Year afteBid NONARCHIVAL
Rev.0 | Biddocumentation received through a solicitation that was cancelled before the response due | Process Cancelled NONESSENTIAL
Includes vendor correspondence received prior to the cancellation as well as correspondence | then OPR
describing the cause of the cancellation. Does not include unopkiasd (Unopened bids are Destroy.
returned to the vendor)
93 05 52286 | Daily Input Control Logs (IA, IB, IC, ID, etc.) Retain for 2 Years after End of | NONARCHIVAL
Rev. 0 Provides record of batches of transactions processed. Includes for each batch: date processe Biennium NONESSENTIAL
batch number, number of transactions, and remarks or discount amount, use tax amount, net | then OFM
invoice amount, \arrant register number, etc. Includes for each batch: total dollar amount for th pegtroy.

batch, accepted dollar amount for the batch, and rejected dollar amount for the batch. Used tg
reconcile batch amount totals with FAS Batch Control Reports (AM10@0D9

01 08 60146 | Vendor Control Correspondence Retain for 1 Year after NONARCHIVAL
Rev. 0 Provides a record of vendor status at tdaiversity. Includes payment information and tax Superseded NONESSENTIAL
identification number. then OFM
Destroy.
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/09/04/ Records Managemerfbervices

Administration

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzgggl\l'l:ll—looNN:C’)\IT?ON DESIGNATION
NUMBER (DAN)
90 8 4658 | Accession and Disposal Register Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Register is used to assign unigue accession and disposal nutaliecsming departmental request Calendar Year NONESSENTIAL
for storage or shredding of records. Also used to track storage and disposal at the UW Recorq then OPR
Center. Includes office name, record group number, Accession/Disposal/Uncertified Dispositid pestroy.
(UCD) number, and cubic feetaylalso include Pickup Log information.
90 8 46561 | Accession Packets Retain until Disposal of Last NONARCHIVAL
Rev. 0 Packets provide inventonyf records accessioned into the UW Records Center from UW departn Record NONESSENTIAL
and are used to track records in storage for each office. Includes Records Transfer Inventory | ihen OFM
(RTI) the official form used to request storage of boxes, and Accession ConfirniReiport- a Destro
database generated listing of records from RTI with the corresponding UW Records Center bo y:
location codes. Once all boxes included on the RTI are disposed of the Accession Packet is
with the Complete Disposal Packet.
90 8 46570 |Complete Disposal Packets Retain for 6 Years after Last NONARCHIVAL
Rev.0 |Provides a record of the disposition of all boxes fronaacession. Boxes may be destroyed, Record Disposed of NONESSENTIAL
transferred to the UW Archives or returned to the originating department, either at their reques| then OPR
if they did not respond to Disposition Control Forms. Files consist of Accession Packet, Dispo: pestroy.
Control Forms attorization from UW offices to dispose of boxes which have passed their reten
Disposition Confirmationsconsisting of date and control number assigned when boxes were
destroyed and Pieklp/Delivery forms for records being delivered back to the office
90 8 46571 | Disposition Notification Log Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Log of Disposition Notification Forraent to UW departments for signature(s) authorizing the | Calendar Year NONESSENTIAL
disposition of boxes at the end of their retention. Indicates number of boxes to be disposed of then OFM
each record group, and total number of boxes to be destroyed. Used to track date forms were pestroy.
returned, and which departments have yet to respond.
Pageb6 of 195

VICE PRESIDENT OF
FINANCE



SNS

Office of the Secretary of State

University of WashingtorRecords Retention Schedu

Version2.13 (August 2020
Washington State Archives
/09/04/ Records Management Services
Administration
DISPOSITION
AUTHORITY DESCRIPTION RECORDS Dlzgggl\l'l:ll—lOONN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
90 8 46569 | Disposition Review Records Retain for 1 Year after End of NONARCHIVAL
Rev. 0 This series provides a record of the paperwork created during the disposal review pmagsas | Calendar Year NONESSENTIAL
the reviewed pull copies containing notes made by RM staff, and the database printout showin then OFM
offices containing records eligible for disposition. Destroy.
90 8 46577 | File and Box Retrieval Requests Retain for 6 Months after Searc NONARCHIVAL
Rev. 0 This series provides a record of database printouts of files and boxes that are requested on a ( Complete NONESSENTIAL
day.Includes the name of thperson pulling the file and any notes regarding the file. then OFM
Destroy.
09 01 61899 | Records Management Database Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 This database tracks all the functions of the Records Management Services office, including re Calendar Year ESSENTIAL
scheduling, file retrievals, box storage and destruction, department information, such as Recor then OPR
Authority and Coordinator, last contact, etc. Destroy.
88 942814 |Records Retention Schedules Working Files Retain for 5 Years after Schedul ARCHIVAL
Rev. 0 Working files for retention scheduling projects, either departmental or for the UW General Rec( Revised (Appraisal Required
Retention Schedule. Reference material which provides background reg#udipgoject or then NONESSENTIAL
erartment for future questions or r(_avisions of retention schedules. Files may in_clude,_ but are Transferto Archives for appraisa OFM
limited to: notes from surveys of offices, correspondence, drafts of schedules (with edits), and gn( selective retention
research information.
99 06 59146 | Shredding/Recycling Log Sheets Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Daily log is used to track boxes which have been disposed of either by shredding or recycling. | Calendar Year NONESSENTIAL
Includes number of boxes disposed of for each record group, accession number/UCD number| then OPR
assigned to boxes and date recycled or shredded. Destroy.
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/09/04/ Records Management Services

Administration

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;I;'I\I'I:TOONN:C’I\IT?ON DESIGNATION
NUMBER (DAN)
90 8 46582 |Van Use Log Retain for 3 Years after End of | NONARCHIVAL
Rev.0 |Tracks trips made by UW Records Center and UW Archives staff using the UW Records Cente Calendar Year NONESSENTIAL
Includes date, unit (UWRC or UW Archives), destination, cubic feet transporting, tirng imieage| then OFM
infout, and total time/mileage. Destroy.
/09/07/ Payroll
Payroll
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSUSNUUSH (N DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

10 06 62230 | Annual Attendance Incentive Program Retain for 6 Years afteriitl of NONARCHIVAL
Rev.0 |¢KAa aSNASa LINP@GARSA F NBO2NR 2F (KS | dzi k 2 Calendar Year NONESSENTIAL
payoutat 25% value (if the employee chooses to participate and meets the program requireme then OPR
The form includes employee sick leave information, budget(s) and percentage(s) for payout as pestroy.
as employee and departmental signatures.
06 07 61228 | Batches (ETR/PTR, RA) Retain for 6 Years after Payroll | NONARCHIVAL
Rev.0 | This series is comprised of screen prints taken from payroll databases and iatesedlly as a Cycle NONESSENTIAL
quick reference for entries made into the payroll system for payment or payroll adjustments. then OPR
Includes notes regarding changes to database entries. Destroy.
9506 55551 | Check and Warrant Transmittal Retain for 1 Year after End of NONARCHIVAL
Rev.0 |An inhouse worksheet which provides a working list of type of check processed, check numbe Biennium NONESSENTIAL
used, number of checks received by ®ayroll Office, and problems in the printing of the checks. then OFM
Destroy.
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/09/07/ Payroll

Payroll
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll-goNN:C’)\IT?ON DESIGNATION
NUMBER (DAN)
88 6 42501 | Direct Deposit Authorization (UoW 1376) Retain for 6 Months after Payro]l NONARCHIVAL
Rev.0  |An authorization form submitted electronically and in hardcopy to Payroll by emplageessting | Cycle NONESSENTIAL
their wage payments be deposited directly to a specified bank account. then OFM
Destroy.
10 06 62227 | Employee Separation PaymeAthorization Forms Retain for 6 Years after End of | NONARCHIVAL
Rev.0 |[¢KA& ASNASAE LINROARSA | NBO2NR 2F (KS | dzii k2 Calendar Year NONESSENTIAL
unused compensatory time at the time of separation from the Universityasal the authorized then OPR
payment of sick leave at retirement. Includes employee information and departmental signatur Destroy.
95 07 55563 | Employment Security Department Charges Retain for 6 Years after End of | NONARCHIVAL
Rev.0 |Provides a record of unemployment compensation benefit charges made to the University by § Calendar Year NONESSENTIAL
Employment Security Department. Includes balance, previoysipats, and total amount due. then OPR
Includes the electronic report, issued by the Washington State Employment Security Departme pestroy.
employees who are eligible for unemployment. Used to determine the University's liability. The
report includes employee's namsgcial security number, and base quarterly earnings.
89 9 44783 | Exception Time Report (ETR) Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides electronic record of changes made in hours worked for staff, faculty, and exempt | Month NONESSENTIAL
permanent personnel. Includes leave without pay, overtime, shift differential then OPR
Destroy.
97 09 58087 |1-9 Forms Retain for 50 Years after NONARCHIVAL
Rev. 0 Provides a record of verification of eligibility of employees for work in the United States. Requii T€rmination ofEmployment NONESSENTIAL
per 8 CFR 274a.2. then OPR
Destroy.
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/09/07/ Payroll

Payroll
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll—looNN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
95 07 55557 |Labor and Industry Report Retain for 3 Years after End of | NONARCHIVAL
Rev. 0 Statistical quarterly report issued to the State Office of Financial Management. Documents tot Calendar Year NONESSENTIAL
number of hours worked by all University employees and volunteers. Usgetéomine workmen's | then OPR
compensation insurance premiums. See WAGPZB85201 for retention requirements. Destroy.
10 06 62233 | OPUJOnline Payroll Updating System) Retain for 50 Years after End of NONARCHIVAL
Rev. 0 Provides a record of the UW online payroll system which allows a department to create/update Fiscalvear ESSENTIAL
payroll information on a ew or existing employee. OPUS allows a department to make updates then OPR
instantaneously and eliminates the need for a central office (Payroll) to enter payroll changes. Destroy.
updates and payroll changes include initial hires/rehires, distribution, budget nupti@nges, leave
of absences and separations. The system houses an employee's Payroll records; current and
historical.
99 01 58991 | Overpayments and Documentation Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of salary overpayments and repayments. Includes authorization forms for | Calendar Year ESSENTIAL
overpayments, and supporting documents. then OPR
Destroy.
98 11 58940 | Payroll Input Register Retain for 1 Year after Payroll NONARCHIVAL
Rev. 0 Concise summary, by employee, of all data entrygzsmoll cycle. Used for bank reconciliation. | Cycle NONESSENTIAL
(The same information also appears in more detailed form on the employee's check/advices ai then OFM
the PayrollAudit Report [50 years].) Destroy.
89 944782 | Positive Time Report (PTR) Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides electronic record of hours worked by hourly staff and student employees. Month NONESSENTIAL
then OPR
Destroy.
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/09/07/ Payroll

Payroll
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DlzggiTlﬁlc?NN:é\lT?ON DESIGNATION
NUMBER (DAN)
95 07 55560 | Retroactive Salary Transfer Retain for 6 Years after End of | NONARCHIVAL
Rev.0  |Form which is used to request and provide a record of adjustments to an individual's salary req Fiscal Year NONESSENTIAL
Used with both state and grant and contract budgets. May provide the only record of the trang then OPR
funds fromone budget to another. Includes transfers from suspense account. As20&, this | pestroy.
activity is processed on My Financial Desktop.
06 07 61224 | Returned/Voided Check Log Retain for 2 Years after End of | NONARCHIVAL
Rev.0 |Alog that provides a record of issued payroll checks that are returned to the Payroll Office and Fiscal Year NONESSENTIAL
the returned checks as they are processed. Checks are returtiegléeimployee cannot be found. then OFM
The official record is the Cancelled Check record series. Destroy.
10 06 62228 | Shared Leave Documentation Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | This series provides a record of the transfer of leave between individuals at the UW or other st Fiscal Year NONESSENTIAL
agencies. Includes approval from the agency's Human Resources office and supporting then OPR
documentation of the transfeof money between budgets. Destroy.
98 11 58938 | Sick Leave Buy Back Retain for 6 Years after End of | NONARCHIVAL
Rev.0  |Documents employee payment to buy back sick leave. (Employees who have used all their si¢ Calendar Year ESSENTIAL
due to injury may buy back sick leave once they have returned to work.) then OPR
Destroy.
86 5 36533 | Sign Out Log- Payroll Pickup Retain for 6 Months after End of NONARCHIVAL
Rev. 0 Provides a record of authorized personnel who have picked up payroll checks for their departn Fiscalvear NONESSENTIAL
then OFM
Destroy.
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10 06 62229 | Social Security Audit Documentation Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | This series provides a record of corrections made to an employee's social security number wit| Calendaryear NONESSENTIAL
Payroll database. then OFM
Destroy.
95 07 55565 | W2 Forms (Annual Earnings Statement) Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | This record, available electronically, summarizes annual earfongdi employees, and is created f Calendar Year NONESSENTIAL
tax purposes. Arranged by payroll distribution codes. then OFM
Destroy.
97 09 58086 | W-4 Forms Retain for 6 Years after NONARCHIVAL
Rev. 0 Provides a record of employee withholding and tax status. (Required as per 26 CFR 31.34a} (| Te€rmination of Employment or | NON-ESSENTIAL
and (Circular E), Employer's Tax Guide). Superseded OPR
then
Destroy.
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88 4 42079 | Faculty Effort Certification Retain for 6 Years after Ehof NONARCHIVAL
Rev. 0 Documents certification by research faculty that their payroll distributions are a reasonable | Fiscal Year ESSENTIAL
reflection of their actual effort. Also provides a record of mandatory, commhjtsend capped cost then OPR
sharing actually provided by research principle investigators on their grants and contracts. Incl Destroy.
Interim Cost Share Reports created when an FEC is not yet available for certifying the cost sh
effort.
87 7 40435 | Indirect Cost Study and Proposal Retain for 10 Years after Last ARCHIVAL
Rev.0  |A summary oinformation compiled according to guidelines set by the Federal Office of Year of Current Rate (Appraisal Required
Management and Budget. Used to determine indirect cost rates charged to Grant and Contra¢ then NONESSENTIAL
budgets to cover depreciation, maintenance, administrative, and library costs. Transferto Archives for OPR
permanentretention
87 7 40437 | Indirect Cost Study Supporting Documentation Retain for 10 Years after Last NONARCHIVAL
Rev.0 |Provides background data which will be synthesized into and used to prepare the Indirect Cos{ Y&ar of Current Rate NONESSENTIAL
Proposal. May include surveyibrary, space, staff; library studies; grant and contract payroll then OFM
reports; space inveories; expense reports (AM407282 to AM4092e492); the 02 index Destroy.
(AM17349S01); student guarantees; cost sharing reports; equipment inventories; FTE and pay
statistics; title and account code indices; restricted fund expenditure reports.
07 04 61454 | Initial Approval of Cost Center Rates Retain for 6 Years after Approvg NONARCHIVAL
Rev.0 | Application material submittely UW Offices seeking approval to become UW Cost Centers. | Granted or Denied NONESSENTIAL
then OPR
Destroy.
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87 7 40434 | Rate Agreement/Colleges and Universities Retain for 10 Years after Last ARCHIVAL
Rev. 0 Provides a record of indirect cost rates for Grant and Contract budgets. Established by negotii Year of Cuent Rate (Appraisal Required
between the University and the Department of Human and Health Services, Division of Cost then ESEIED';T'AL
Allocation. Transferto Archives for appraisa
and selective retention
/09/11/ Student Fiscabervices
Student Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RENIICIANE DESIGNATION

NUMBER (DAN)

DISPOSITIOACTION

88 11 43121 |Bankruptcy Files Retain for 6 Years after NONARCHIVAL
Rev. 0 Provides record of debtors to the university who have declared bankruptcy. Used to determing Dismissed or Discharged NONESSENTIAL
collectability of debt. May includeorrespondence, worksheets, First Meeting of Creditors Notic¢ then OPR
(Schedule of Debt), memos, discharge orders, etc. Destroy.
96 02 56481 | Borrower's File Direct Loan Program Retain until Accepted By NONARCHIVAL
Rev. 0 Provides record of legal documents supporting individual student loans funded by the Direct L¢ S€rvicer NONESSENTIAL
Program. Once loan disbursement is authorized, promissory notesaarsférred to the custody of| then OFM
a central national servicer who becomes responsible for loan collection and maintenance. Destroy.
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90 01 45496 | Scholarship Files Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Includes Donor/Source &unds, documentation of sponsor liability, sponsor correspondence, | Quarter ESSENTIAL
remittance copies of checks, and correspondence with students. Either physical checks or ima then OPR
CDROM received from the bank are maintained. Destroy.
96 MM 57108 | Tuition Account RecordStudent Database Retain for 6 Years after Last NONARCHIVAL
Rev.0 |The database which provides a comprehensive daily record, by stademier, of tuition and fee | Quarter of Enroliment NONESSENTIAL
charges, tuition related charges, payments, credits and refunds. Includes Teaching then OPR
Assistant/Research Assistant Fee Waiver Report (SASR010SA8011-R-02). Destroy.
89 10 45081 |UW Initiated LoansLegal Files Retain for 6 Years after Funds ARCHIVAL
Rev. 0 Documents the establishment and maintenaraténstitutional loan programs. Files provide the | Dispersed (Appraisal Required
legal basis and justification for the establishment of the student loans initiated by the UW. then NONESSENTIAL
. . OPR
Transferto Archives for appraisa
and selective retention
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10 03 62205 | Agency BudgeFiles Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of the establishment of certain types of Agency Accounts. May include Biennium NONESSENTIAL
correspondence, request, copies of BARs/BSRs. Agency Accounts are established for non UW then OPR
who have an agreement to uskee UW accounting system. Destroy.
86 3 36135 | Allotment and Expenditure Reports Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides anonthly summary received from CAFR & AFR reporting transmittal and allotment stg Month NON%SPSRENTIAL
Uses for review and reconciliation purposes. then
Destroy.
86 336136 |Annual Financial Reports (AFRs) Cash Receipts Journal Summary Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Lists offices that send revenue to the State Treasurer's office in Olympia. Month NONESSENTIAL
then OPR
Destroy.
10 03 62207 | Annual Financial Statement Workpapers Retain for 6 Years after End of ARCHIVAL
Rev. 0 This series provides a record of various spreadsheets, worksheets, and reports extracted from Fiscal Year (Appraisal Required
and received from other University offices which are combined with information from the then NONESSENTIAL
Development office to prepare the University ofighington Audited Annual Report. Transferto Archives for appraisa OPR
and selective retention
10 03 62206 | Biennium Clos®ecords Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Extracted from Financial Accounting System, provides a summary of how the system looked a Biénnium NONESSENTIAL
close of each biennium. Used to reconcile accounts, to trace closure problems, and to review| then OPR
individual accountsincludes adjusting and closing entries, adjusted trial balance report, etc. | pestroy.
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10 03 62209 | Integrated PostSecondary Educational Data System Reports (IPEDS) Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Comprised of reports submitted annually to the Dept. of Education through the Integrated Fiscal Year NONESSENTIAL
PostSecondary Educational Data System. Includes Financial Information statement and supp then OPR
workpapers. Destmoy.
10 03 62208 | Interest Allocation Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of allocation of interest earned through-eadowed gifts, etc. Includes Fiscal Year NONESSENTIAL
supporting workpapers. then OPR
Destroy.
10 03 62210 | Payroll Load Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Spreadsheets, backup documents and reports usechlculate annual payroll benefit rates by Fiscal Year ESSENTIAL
employee classification. Part of indirect cost allocation. then OPR
Destroy.
87 4 39822 |Report of Revenudransfers and Receipts (AM295Q@30, 231) Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | Summaries of funds received by current month and by revenue code. Filed with University An| Fisal Year NONESSENTIAL
Report. then OPR
Destroy.
86 336134 | Summary of Allotment Status Report (AM286206----260) Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a monthly summapf allotment and expenditures of budgets. Used in preparing finang Month NONESSENTIAL
reports and in reconciling fiscal statements from the State Treasurer's Office in Olympia. then OPR
Destroy.
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89 8 44614 | Accident Reportg¢green label) Retain for 4 Years after End of | NONARCHIVAL
Rev. 0 Provides record of miscellaneous reports and correspondence on accidents involving the Uw.| Calendar Year NONESSENTIAL
then OFM
Destroy.
89 8 44605 | Closed Claimbiled Against State Fidelity Bond Retain for 6 Years after Action NONARCHIVAL
Rev. 0 Provides record of claims filed by the UW to recover losses due to theft. on Claim Resolved NONESSENTIAL
then OPR
Destroy.
89 8 44603 | Closed Equipment Loss Claims (orange label) Retain for 6 Years after Action NONARCHIVAL
Rev. 0 Provides record of claims covered by the UW equipment insurance program. on Claim Resolved NONESSENTIAL
then OPR
Destroy.
98 11 58957 | Employment Liability Claims Files (Purple Files) Retain for 10 Years after Claim | NONARCHIVAL
Rev. 0 Provides a record of third party claims filed against the University. May include eye injuries. | Resolved NONESSENTIAL
(RCW51.32.160) then OPR
Destroy.
89 8 44601 | GenerallLiability and Auto Liability Claim Files (Red Label) Retain for 10 Years after Claim | NONARCHIVAL
Rev. 0 Provide record of third party injury claims filed against the University of Washington (UW) or | Resolved NONESSENTIAL
University and Harborview Medic&enters. May include eye injuries. (RCW 51.32.160) then OPR
Destroy.
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08 12 61946 | Incident/Complaint Report Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | This series provides a record of complaints submitted by students, faculty, staff, or the public | Calendar Year NONESSENTIAL
regarding incidents witnessed or experienced involving the mistreatment of people with disabil| then OPR
Destroy.
89 8 44612 | InsuranceCarrier Payment Files (red label) Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides record of UW insurance payments by carrier (Aetna Tec, Washington State Physiciar Fiscal Year NONESSENTIAL
Insurance Association, etc.). then OFM
Destroy.
89 8 44608 | Insurance Policy/Subject Files (blue label) Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides record dfhsurance policy information and provisions of various types (property, Fiscal Year NONESSENTIAL
equipment, etc.). then OFM
Destroy.
89 8 44616 | Internal Claims Managemen®ystem (Riskmaster) Open Claims Report Retain for 1 Month after End of | NONARCHIVAL
Rev. 0 Provides computerun reports of data using the Risk Management Office's internal claims Month NONESSENTIAL
management software on open claims against thy. then OFM
Destroy.
89 8 44617 |Internal Claims Management Systems (Riskmaster) Closed Claims Report Retain for 1 Month after End of | NONARCHIVAL
Rev. 0 Provides computerun reports of data for closed claims against the UW. Month NONESSENTIAL
then OFM
Destroy.
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93 05 52288 | Marine Claim Files (Yellow Label) Retain for 6 Years after Claim NONARCHIVAL
Rev. 0 Provide records of claims filedjainst the University of Washington regarding protective and | Resolved NONESSENTIAL
indemnity benefits and marine liability claims. then OPR
Destroy.
89 8 44604 | Medical andLegal Closed Claim Papers Retain for 1 Month after Action | NONARCHIVAL
Rev. 0 Provides duplicate information regarding confidential medical and legal documents for closed ¢ O Claim Resolved NONESSENTIAL
This material is shredded monthly. then OFM
Destroy.
97 MM 57457 | OSHA Supplementary Record Database Retain for 10 Years after First NONARCHIVAL
Rev. 0 Required by the Occupational Safety and Health Administration, provides a supplementary reg L&l Claim Closure ESSENTIAL
occupational injuries and illnesses. Created and maintained on Riskmaster, this information then OPR
corresponds to Form OSHA No. 101. (Requirqeeag9 CFR 1904.04.) Destroy.
09 05 62018 | Portage Bay Insurance Retain for 6 Years after ARCHIVAL
Rev. 0 Provides a record of the establishment of this 501 C3 University insurance corporation. Include Dissolution of Corporation (Appraisal Required
records documenting the establishment of the corporation, legal advice and issues, Articles-an then ESSENTIAL
and selective retention
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09 05 62019 | Portage Bay Insurance Documentation Retain for 6 Years after ARCHIVAL
Rev.0 | Provides a record of the operation of this 501C3. Includes subsections on finance including au Termination of Contract (Appraisal Required
and tax returns, committee records, contracts, and reports to the Board of Regents. then ESSENTIAL
Transferto Archives for appraisa OPR
and selective retention
89 8 44602 | Potential Claims/Incident Reports/Accident Reports Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides a record of incidents that may not evolve into claims. Fiscal Year NONESSENTIAL
then OFM
Destroy.
93 05 52289 | Professional Claim Files (Blue Label) Retain for 8 Years after Claim NONARCHIVAL
Rev. 0 Provide record of malpractice claims filed against University or Harborview Medical Centers. (| Resolved NONESSENTIAL
RCW 04.16.350.) then OPR
Destroy.
97 02 57454 | UCIRO: Inquiries and Administrative Contacts Retain for 6 Years after Inquiry | NONARCHIVAL
Rev. 0 Documents inquiries to, and administrative contagith, UCIRO. May include documentation of | Concluded NONESSENTIAL
receipt of inquiry or administrative contact, notes, information on area handling, and then OPR
correspondence. Destroy.
93 05 52287 | Worker's Compensation Claim Files Retain for 10 Years after First NONARCHIVAL
Rev. 0 Internal University claim files relating to worker's compensation claims filed by UW empleitaes | L&! Claim Closure ESSENTIAL
the Department of Labor and Industries. May include correspondence with L&I, notes, UW coj then OPR
L&I's original forms. Original claims are on file at L&I. (Retained for 10 years to cover claims | pestroy.
involving loss of vision or function of the eyes as REW 51.32.160.)
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05 11 61019 | Compensation Plan Retain for 6 Years after ARCHIVAL
Rev.0 Record of the job specifications and pay scales for classified staff at the University of Washing| Authorized Adjustments (Appraisal Required
then ESSENTIAL
. . OPR
Transferto Archives for appraisa
and selective retention
05 11 61023 | Legislative Salary Adjustments Retah for 2 Years after End of | NONARCHIVAL
Rev. 0 Background files regarding ttadlocation of salary funds from the state. Files document how salz Biennium NONESSENTIAL
adjustments are to be distributed among a departments' staff. Includes costing, estimating, then OFM

legislative background, HEPPS database printouts, staff listings, salary surveys, etc. Destroy.
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01 02 60023
Rev.1l

Official Employee Medical File

Provide record of information obtained regarding the current;gwing, or previous history of an
employee's medical condition as needed to provide an accommodation. May also include
information regarding accidents/incidents or exposure to hazardous chemicals. Medical condi
history of an employee considered to have a medical disability. Néayimclude information
regarding accidents/incidents or exposure to hazardous chemicals. Per 29 CFR 1630.14 (Am¢
with Disabilities Act), this information must be retained separately from the employee's person
folder and maintained in a lockeddficabinet with restricted access. Note: Not all employees hg
a Medical File.

Retain for 50 Years after
Termination ofEmployment

then
Destroy.

NONARCHIVAL
ESSENTIAL
OFM

/10/05/ Labor Relation®©ffice

Human Resources

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

09 07 62081 |Public Employment Relations Commission Files Retain for 6 Years after Case NONARCHIVAL
Rev.1 Provides a record of wonkith the Public Employment Relations Commission (PERC) to resolve| Decided NONESSENTIAL
labor practices, unit classifications, and representation rights. May include: correspondence, rg then OPR
etc. Destroy.
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10 01 62188 | Adjustments Database Retain for 6 ears after NONARCHIVAL
Rev. 0 Documents adjustments to an employee's medical, dental, life andtienmy disability payments by| Te€rmination ofEmployment NONESSENTIAL
the UW or employees to correct discrepancies. Includes PERS reductions processed on a on¢ then OPR
basis per employee for a given pay period. Destroy.
87 2 39254 | Benefits Files Retain for 6 Years after NONARCHIVAL
Rev.0 |Provides a record of each employee's enroliment in insurance programs. InchMeecal/Dental | Termination ofEmployment NONESSENTIAL
Enroliment/Change Form {400, copy 1); Life Insurance Enrollment/Change Ford0@ copy 1); then OPR
Long Term Disability Insurance Enroliment/Change Form (P404, copy 1); Voluntary Increase it Destroy.
Premium Rates to Annuities (Form R/l 725, copy 1ynfary Investment Program Documents.
88 12 43305 | Court Cases Public Employees Retirement System JPERS Retain for 60 Years after End off NONARCHIVAL
Rev.0 |Provides a record of resolved suits brought by UW employees regarding PERS retirement clail Calendar Year ESSENTIAL
then OPR
Destroy.
87 2 39236 | Detailed Deduction Report (Declining Balance Rep&®4)YR121/4900006,007, Retain for 75 Years after End of NONARCHIVAL
Rev. 0 008,010,013,014,017 Calendar Year ESSENTIAL
Provides a monthly alphabetical listing of payroll deductions and reductions per pay period for| then OPR
participants in PERS, TRS and LEOFF. Provides then$iofeation of deduction and reduction Destroy.
transactions for which the University as employer is responsible.
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87 2 39237 | Detailed Deduction Summary Report Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | Comprised of the last pages of each of tetailed Deduction Reports (PAY121/49amb through | Calendar Yar NONESSENTIAL
019). Provides total amounts for deductions and reductions reported for PERS, TRS and LEO} then OPR
pay period. Used to compute the amount to be paid to the DRS. Destroy.
87 2 39262 |Disability ClaimFles Retain for 1 Year after Death off] NONARCHIVAL
Rev. 0 Provides a record of actions taken to initiate or sustain a disability claim. Includes a record of | Claimant NONESSENTIAL
medical, dental, disability, and life insurance as well as changes in beneficiary. then OPR
Destroy.
10 01 62189 | Medicare Data Match Secondafayer Program Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Documents UW submission of Data File to Medicare as required by US Code title 42. Also ing Calendar Year NONESSENTIAL
health care enroliment questionnaires which will be used by Medicare to ensure litdhgeid then OPR
health care claims inappropriately. Destroy.
95 10 56098 | Optional Life and Longerm Disability Deduction Reports (PEB&/PP73100N; PERS 344 Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 /PP73100N) Cakndar Year NONESSENTIAL
Provides record of amounts of payroll deductions for optional coverage for life anedamg then OFM
disability insurance. Destroy.
87 2 39256 |Package Plan Reports (PERS341/PP73100N) Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of UW contributions to medical, derftakic life and longerm disability. Includes Calendar Year NONESSENTIAL
medical reports, life reports, Ltd reports. then OFM
Destroy.
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11 04 62444 | Retirement Plan Adjustments (Mistake of Fact) Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | This series provides arecc®d¥ | R2dzadYSyda YFRS G2 Iy §yLx Calendaryear NONESSENTIAL
Retirement Plan account. Includes supporting documentation such as notification letters and then OPR
adjustment calculations. Destroy.
95 MM 56091 | Retirement Transmittal Report (PAY131/PP53000) Retain for 75 Years after End of NONARCHIVAL
Rev. 0 Provides a digitahonthly record of actual salaries and contributions for participants in PERS, T| Calendar Year ESSENTIAL
and LEOFF. Combines information previously reported on the TRANSMITTAL REPORT OF | then OPR
DEDUCTIONS and the REPORT OF EMPLOYEES DEDUCTIONS AND UNIVERSITY CONT Destroy.
95 10 56095 | Statement of Personal Ineligibility for Membership in PERS (Student Waiver Forms) Retain for 75 Years after End of NONARCHIVAL
Rev.0 | Provides record of students or spouses of-fitfe students who waive their eligibility for inclusion| Calendar Year ESSENTIAL
a retirement plan. then OPR
Destroy.
95 10 56096 | Student Waiver of Retirement Report (PERS 723/PP72200D) Retain for 4 Years after End of | NONARCHIVAL
Rev. 0 Provides monthly listing of student employees or employee spouses dindistudents who waive | Quarter NONESSENTIAL
their eligibility for inclusion in a retirement plan. then OFM
Destroy.
95 10 56097 | Trial Balance-General Ledger Retain until End of Biennium ARCHIVAL
Rev. 0 Provides a monthly summary and balance of financial activity for Retireamehinsurance. then (Appraisal Required
Indicates liability for payments to retirement and insurance systems. Transferto Archives for appraisa NONEIS:;ENTIAL
and selective retention
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87 239251 |UW Retirement PlarRetiree Files Retain for 1 Year after Death of| NONARCHIVAL
Rev. 0 Provides a record of retired employees eligible for and presently receiving Retirement Funds irf Final Beneficiary ESSENTIAL
addition to the faculty retirement Basic Plan. then OFM
Destroy.
87 2 39253 | UW Retirement PlasVoluntary Investment Programinformation Card File Retain for 1 Year after Death of| NONARCHIVAL
Rev. 0 Provides a record of all participants in THSREF and other investment companies. Includes nani Final Beneficiary ESSENTIAL
Social Security number, contract numbers, options selected, and surrender or repurchass.act | then OFM
Serves as a backup reference. Destroy.
87 239248 | UW Retirement PlasVoluntary Investment Program (COM) Retain for 75 Years after End of NONARCHIVAL
Rev. 0 Provides a semmonthly record of adjusted reports of payroll deductions for retirement and tax | Fiscalvea NONESSENTIAL
deferred annuities. Filming of these records began in March 1986. then OFM
Destroy.
87 239243 |UWRP Lumysum Withdrawal/Transfer Authorizations Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of forms, signed by a tpresentative, which authorize a lurgum Calendar Year NONESSENTIAL
withdrawal/transfer of accumulations by a UWRP participant at termination or separation from| then OPR
eligible position. Destroy.
87239239 | Verification of Employment (DRS572005, copy 1) Computation of Employer BiiBg-orm Retain for 60 Years after End of NONARCHIVAL
Rev.0 | Provides a record of hours worked and a record of earnings and retirement contributions by | Calendar Year ESSENTIAL
employee. Used to verify service credit. Used internally to document informat@mnded to state | then OFM
auditors. Destroy.
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DISPOSITION
AUTHORITY
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DESCRIPTION OF RECORDS
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DESIGNATION

06 06 61213 |OWLS

Retain for 50 Years after

NONARCHIVAL

Rev.0 | Provides a record of information contained in the UW Online Work and Leave System. OWLS | Términation ofEmployment ESSENTIAL
computer based tracking system thagépartmental timekeepers use to track leave accrual for then OPR
classified and professional staff. OWLS was developed through the HR and Payroll USER Pro Destroy.

/10/0 9/ Disability Service©ffice
Human Resources
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RENIC N SNE DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

00 03 59580 | Accommodation Case Files and Consultations (After 11/10/97)

Retain for 6 Years after File

NONARCHIVAL

Rev. 0 Provides a record of equipment purchased, modifications made to work spaces, and/or special Closed NONESSENTIAL
measures taken for faculty, staff or the general public who need special accommodatiability | then OPR
parking/ transportation. May include job analysis, correspondence, notes, memoranda, etc. Destroy.

OFFICE OF VICE PRESIDEN
HUMAN RESOURCES Pagersof 195



@DSNS

Office of the Secretary of State

Washington State Archives

University of WashingtorRecords Retention Schedu

Version2.13 (August 2020

/10/ 10/ UW Work/Life Office

Human Resources

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIgEgiT'TTI'OONN :C'\'T'?ON DESIGNATION
NUMBER (DAN)

09 07 62071

Parent Standing Verification

Retain for 1 Year afteEnd of

NONARCHIVAL

Rev. 0 This series provides a verification of parewtso are students at the University of Washington ang Academic Year NONESSENTIAL
are eligible for child care benefits at participating child care centers. then OFM
Destroy.
/10/ 11/ Violence PreventiorResponse Program
Human Resources
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEEEII\I'I:IIWC())NN:(;\IT?ON DESIGNATION
NUMBER (DAN)
10 04 62132 | Violence Prevention Response Program Case Files Retain for 6 Years after Case NONARCHIVAL
Rev. 0 This series provides a record of cases being managed by the Violence Prevention Response H Closed ESSENTIAL
May include action plans, reports, and supportd@cumentation, both electronic and hard copy, | then OPR
regarding the issue, such as stalking, harassment, etc. Destroy.

OFFICE OF VICE PRESIDEN
HUMAN RESOURCES
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/11/ Vice President for Development and Alumni Relations
/11/04/ Development & Alumni Relations: Annual Giving Programs
Development
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll—looNN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
94 07 53817 |Event Folders Retain for 2 Years after End of ARCHIVAL
Rev. 0 Provides a record of events sponsored by the Office of Annual Giving. May include Fiscal Year (Appraisal Required
summary/checklistplanning material, program, guest list, publications, photographs, catering then NON(E)IS:;ENTIAL
information, invitations, etc. Transferto Archives for appraisa
and selective retention
/11/05/ Development & Alumni Relations: Information Management
Development
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIESEII\I'I:II-L())NN:(;\IT?ON DESIGNATION
NUMBER (DAN)
051161112 |ADVANCPatabase Retain until Superseded NONARCHIVAL
Rev. 0 ADVANCE is used to record information about University relationships with alumni and donors then ESSENTIAL
make the information available to University staff. Includes biographical information on Univer; pestroy. OFM
graduates and donors. Also includes donation informathwat ts used only for solicitation purpose
This office is not responsible for any accounting functions. Gift Processing (record group 11.0
Retairs auditable records surrounding donations. The department on the receiwvidgf the gift is
responsble for managing any stipulations on how each donation to the University is used.
05 11 61029 | Campaign Reports Retain for 6 Years after End of ARCHIVAL
Rev. 0 Summarizes giving to the University during the campaign period based on campaign counting | Campaign (Appraisal Required
standards. These reports are included in the monthly Report of Contributions that is sent to an| then NONESSENTIAL
approved by the Board of Regents who ispensible for receiving all gifts to the University. Transferto Archives for appraisa OFM
and selective retention
DEVELOPMENT &
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/11/05/ Development & Alumni Relations:Information Management

Development

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

93 03 52076
Rev. 0

Report of Contributions (ROC)

Provides a summary of the total number of gifts (both cash andaast) received by the Universit

during the year. The report is submitted to the Board of Regents who must approve the receipg then

giftsto the University.

Retain for 6 Years after End of
Calendar Year

Transferto Archives for appraisa
and selective retention

ARCHIVAL
(Appraisal Required
NONESSENTIAL
OPR

DEVELOPMENT &
ALUMNI RELATION{
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/12/ UW Technology AdministratiofAssociate VP

/12/00/01/ UW Technology: Business Continuity: URC (Unit Response Centers)

Technology Services

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITIOACTION

DESIGNATION

16 06 68992 | Responder Incident/Event Packet Retain for 6 Years after End of ARCHIVAL
Rev. 0 Provides a record of responses to incidents/events by lWWRC responders. Applied to partial o Fiscal Year Incident/Event Was | (Appraisal Required
full activations. Documentation is used for internal reference, training new responders, and (jf Resolved NONESSENTIAL
needed) for FEMA documentation. Includes the Common Ojpey&ticture and correspondence then OPR
relating to the incident or event. Depending on the size and scope of the incident or event, oth¢ Transferto Archives for appraisa
documents, such as an Incident Action Plan, may be added to the response records as deeme 5,4 selective retention
necessary by the UWI URC Manager.
/12/01/ UW Technology Services: Data Center & Facilities Ac€asstrol
Technology Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQEII\I'I:II—S)NN:(’I\IT?ON DESIGNATION
NUMBER (DAN)
07 08 61600 |Activity Log Retain for 5 Years after End of | NONARCHIVAL
Rev. 0 This series tracks the door activityany C&C owned or leased facility. Quarter NONESSENTIAL
then OFM
Destroy.
UW TECHNOLOG Page32 of 195
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/12/02/ C&C: Client Services: KEYNES & Secure ID Support

Technology Services

DISPOSITION

AUTHORITY DESCRIPTION RECORDS DISE;@TJSDNN:\CI:\]T?ON DESIGNATION
NUMBER (DAN)
05 09 60972 | Secure ID Inventory Log Retain until Last Date of NONARCHIVAL
Rev. 0 List of each Secure ID unit and its assigned user. Equipment Use NONESSENTIAL
OFM
then
Destroy.

/12/07/ UW Information Technology: Service Center

Technology Services

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlggggll\l'l:ll—looNN:\(':\lT?ON DESIGNATION
NUMBER (DAN)
11 08 62677 | Activation of Miscellaneous Accounts Retain for 6 Years after NONARCHIVAL
Rev.0 |This series provides a record of department approval and the activation of communication sery T€rmination of Service NONESSENTIAL
and devices at personal residences of Universitylty and staff. then OPR
Destroy.
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/12/09/ Office of the CISO
Technology Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;@I\I'I:II—SDAI\&?I':])?\I DESIGNATION
NUMBER (DAN)
05 03 60828 | Incidents Retain for 2 Years after UW NONARCHIVAL
Rev. 0 Records related to information security or privacy incidents that do not include a breach of InvestigationComplete NONESSENTIAL
confidential information, notification to affected individuals, and/or reporting to a third party etc] then OFM
required by federal or state laws and regulations. Inelithcidents spanning multiple UW Destroy.
jurisdictions. Based on the type of information security or privacy incident and the organizatior
area in which it occurred (see APS 2.5 Incident Management Policy for additional information)
official copy resides one of the following offices:
UW Office of the Chief Information Security Officer
UW Medicine Compliance
Office of Research
UW Medicine IT Services
/12/ 11/ UW-IT: Identity and Access Control
Technology Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RENIC N SNE DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

20 02 69490 | Access Controt Audit Logs Retain for 30 Daysafter End of NONARCHIVAL
Rev. 0 Records produced by access control systems and processes that enforce technical authentica Month NONESSENTIAL
authorization controls for access to institutional information and systems. Includes system ang then OFM
logs that capture chargs to permission settings and configuration to enforce access controls; | pestroy.
system and audit logs for authentication events, authorization events, and other events related
access to institutional information and system.
UW TECHNOLOG PageB4 of 195
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/12/11/ UW-IT: Identity and Access Control

Technology Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'lzll-gNN:é\lT?ON DESIGNATION
NUMBER (DAN)
20 02069491 | Audit of Systems Access Retain for 1 Year after Close of | NONARCHIVAL
Rev.0 | Provides a record of the results of activities to reestablish that access to institutional informatig Audit NONESSENTIAL
systems is appropriate. May include audits of system access, access revidwsgcertifications then OFM
and attestations of appropriate access. Destroy.
UW TECHNOLOG Page85of 195
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/13/ Vice Provost folContinuum College

/13/08/05/ Continuum Collegelnternational Outreach Program
Outreach

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggi'l\g gNN :C'\'T'?ON DESIGNATION
NUMBER (DAN)

88 12 43437 | Student VisaRecords (H) Retain for 6 Years after NONARCHIVAL
Rev.1 Provides proof of acceptance of student to educational program and student financial guarante Competion of Program NONESSENTIAL
Includes Visa Eligibility Forra2Q@) verified by United States Embassy. then OFM
Destroy.
/13/08/08/ Continuum CollegeSummer Quarter
Program Support
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEBEII\I'I:II-SDNN:(’Z\IT?ON DESIGNATION
NUMBER (DAN)
88 11 43134 | Summer Quarter Budget Working Papers Retain for 6 Years after Ehof ARCHIVAL
Rev. 0 Assembly, analysis, and approval of budgets for summer quarter at the University foconoses | Summer Quarter (Appraisal Required
from Bothell, Seattle, and Tacoma campuses. Departments, schools, and colleges enter estinj then NONESSENTIAL
ins_tructiona_l salaries and related costs into an online budgeting system which is accessed by t| Transferto Archives for appraisa OFM
office for this process. and selective retention
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114/ 1ICA

/14/01/ ICA: Director

Intercollegiate Athletics

Penalty Structure Committee, NCAA Honors Committee, etc. Containssepamtespondence,
memoranda, minutes, etc.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBETI'I:II—LDONN:(’:\IT?ON DESIGNATION
NUMBER (DAN)
93 05 52305 |NCAA Retain for 10 Years after End of ARCHIVAL
Rev. 0 Provides aecord of the department's relationship with the NCAA. Includes Compliance Certifi¢ Calendar Year (Appraisal Required
for Staff Members, NCAA Legislation, NCAA Revenue Distribution Plan, NCAA Self Studies, N then NONEIS:fAENTlAL

Transferto Archives for appraisa
and selective retention

NUMBER (DAN)

93 05 52307 |Ticket Files Retain for 5 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of ticket allotment received from the ICA Ticket Office which may be distribul Calendar Year NONESSENTIAL
appropriate. then OFM
Destroy.
/14/04/ ICA: Ticket Office
Intercollegiate Athletics
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS REUENION A41D) DESIGNATION

DISPOSITION ACTION

93 09 53040
Rev.1

Husky Season Ticket Renewal Applications
Provides a record of renewal applications for Husky sporting events (basketball, football, etc.)

Retain for 1 Year after End of
Seaason

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM
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114/0 4/ ICA: TickeOffice
Intercollegiate Athletics
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBET'TTIBONN:‘C'\'T?ON DESIGNATION
NUMBER (DAN)
93 09 53038 | Tickets:Year End Stock Retain for 6 Months after Audit | NONARCHIVAL
Rev.l Paper stoclused for the printing of football and basketball tickets. May include printed or voide¢ then NONESSENTIAL
tickets. For example, this could include tickets that were unclaimed at will call. Destroy, OFM
/14/0 6/ ICA: Training Room
Intercollegiate Athletics
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

90 02 45858
Rev. 0

Athlete Medical Files (Expired)

Provides record of medical history for each UW athlete. May include medical history, HIPAA fg
injury report forms, notes, registration forms, correspondence, therapy recqmgress notes,
doctor visits, physical examinations, consent forms for medical procedures and acknowledger|
potential injury forms.

Retain for 7 Years after End of
Eligibility

then
Destroy:.

NONARCHIVAL
ESSENTIAL
OPR

90 02 45859
Rev.1

Presagia Molitoring System

Tracks athletes by sport and status. Includes medical summary, diagnosis, medical arrangeme
insurance, referrals to doctor, medication logs, injuries (resolveduemdsolved), medical tests ang
procedures, surgeries, and inoculations. Also includes: personal information (such as address
parent contact information. Includes athletic summary, concussion and baselines, daily summg
each sport of athletes' stas for practice (i.e. full activity, limited activity or no activity for each
participant).

Retain for 7 Years after End of
Academic Yedn Which
Eligibility Ended

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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/14/0 8/ ICA: Head Football Coach

Intercollegiate Athletics

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II—Q)ONN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
93 03 52066 |Bowl Notebooks Retain for 2 Years after Endfo ARCHIVAL
Rev. 0 Providesa record of specific strategies used in response to opponents at bowl games. Also | Game (Appraisal Required
documents arrangements made for bowl games. Includes game plans, practice plans, meetin{ then NONESSENTIAL
itineraries, plane lists, team rosters, etc. Transferto Archives for appraisa OFM
and selective retention.
93 03 52067 | Fall Notebooks Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides a record of planning for tupcoming season. Includes practice plans, notes of meetin¢ Calendar Year NONESSENTIAL
with coaches, notes of meetings with the football team, notes of meetings with seniors, etc. then OFM
Destroy.
93 0352065 |Game Plans Retain for 2 Years after Season ARCHIVAL
Rev. 0 Provides a record of individual game strategies in direct response to a specific opposing team. then (Appraisal Required
documents arrangements made for each game. Inclatlessing, itinerary, plane lists, team roste| Transferto Archives for appraisa NONESSENTIAL
etc. and selective retention OFM
93 03 52064 | Playbooks Retain for 2 Years after Season ARCHIVAL
Rev. 0 Provides a record of play strategies for each position. Playbooks are updated on a yearly basi then (Appraisal Required
. . NONESSENTIAL
Transferto Archives for appraisa OFM
and selective retention
93 03 52062 | Players Files Retain for 5 Years after Last NONARCHIVAL
Rev. 0 Provides a record of the current football team and of individual students who have associated | Contact ESSENTIAL
themselveswith the team. May include: student questionnaire, correspondence, notes, letters| then OFM
recommendation, etc. Destroy.
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/14/08/ ICA: Head Football Coach
Intercollegiate Athletics
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS SERGET G ACTIGN DESIGNATION

NUMBER (DAN)

NONARCHIVAL

93 03 52063 | Players FilesCompleted Eligibility Retain for 5 Years after Last
Rev. 0 Provides a record of individual members of the football team who have completed their eligibilil Contact ESSENTIAL
May include: correspondence, notes, student questionnaire, etc. then OFM
Destroy.
93 03 52068 | Spring Notebooks Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides a record of continued planning for the season. Includes practice plans, notes of mee| Calendar Year NONESSENTIAL
with coaches, notes afieetings with the football team, notes of meetings with seniors, etc. then OFM
Destroy.
/14/ 10/ ICA: Compliance Office
Intercollegiate Athletics
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEE;'I\I'I:II-IC())NN:(;\IT?ON DESIGNATION
NUMBERDAN)
12 12 68378 | ICA: Investigations Retain for 10 Years after NONARCHIVAL
Rev. 0 This record documents investigations regarding a coach, student, or progréindirifys result in a | Investigation Completed /Final | NONESSENTIAL
Action Taken OPR

violation, the record becomes a Violation record.

then
Destroy.
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/14/10/ ICA: Compliance Office

Intercollegiate Athletics

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlzgggll\l'l:ll—looNN:C’Z\ITl?ON DESIGNATION
NUMBER (DAN)
93 03 52099 | ICA: Squad Lists Retain for 10 Years after ARCHIVAL
Rev.0 |Updated on a monthly basithis series documents student athletic careers and team participatig Superseded (Appraisal Required
the University of Washington. then NONESSENTIAL
Transferto Archives for appraisa OPR
and selective retention
12 12 68379 | ICA: Student Compliance FildPR Points Retain for 10 Years after NONARCHIVAL
Rev.0 | Created when student received an aid package but left the University without graduating. Thes Graduation or Last Contact NONESSENTIAL
students may return aytime in the future to complete their degree which positively affects the Al then OPR
points awarded the University. Destroy.
12 12 68380 |ICA: Violations Retain for 10 Years after ARCHIVAL
Rev.0 | This record documents investigations which resulted in a NCAA and/or PAC 12 violation and it Sanction Received (Appraisal Required
resolution then NONESSENTIAL
Transferto Archives for appraisa OPR
and selective retention
12 12 68381 |ICA: Waivers Retain for 10 Years after End of NONARCHIVAL
Rev. 0 These record documents any type of waiver requested but not necesgeaityed by the University| Academic Year NONESSENTIAL
for a coach, staff member, player or program. then OPR
Destroy.
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/15/ Vice Presidentfor Student Life
/15/01/ Office of the University Registralmdministration
Registrar
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBET'TTIBONN:‘&\'T?ON DESIGNATION
NUMBER (DAN)
93 09 53036 | FraudFiles Retain for 6 Years after Case NONARCHIVAL
Rev. 0 Provide record of cases of fraud related to student records such as fraudulent diplomas, grade Resolved ESSENTIAL
transcripts, etc. Includes correspondence, background/support documentation, copies of mateg then OPR
etc. Destroy.
/15/01/03/ Office of the University RegistraResidence Classification Office
Registrar
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;‘;’;‘TTISNN:(':\‘T?ON DESIGNATION
NUMBER (DAN)
93 09 53060 |Immigration/Citizenship Status Change Retain for 1 Year after End of NONARCHIVAL
Rev.1 [t NP@OARSa I NBO2NR 2F GKS NBOftFaaArTAOl GAzy |CalendarYear NONESSENTIAL
then OFM
Destroy.
Paged2 of 195
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/15/01/ 04/ Office of the University RegistratGraduation and Academic Records

Registrar
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggngﬁgh?lchiTION DESIGNATION
NUMBER (DAN)
86 6 36955 | Application for Credit by Exam Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides record of student application and eligibility to take exams for credit without enrollag if Quarter NONESSENTIAL
course. then OFM
Destroy.
93 09 53001 | Diploma Replacement Order Retain for 6 Years after End of | NONARCHIVAL
Rev.1 Provides record of request for a replacemeliploma. Form includes payment amount received. |Quarter NONESSENTIAL
then OPR
Destroy:.
93 09 53002 | Diplomas-- Not Received Retain for 2 Years after End of | NONARCHIVAL
Rev. 0 Providesrecord of diplomas not retrieved by the students who earned them. Academic Year NONESSENTIAL
then OFM
Destroy.
/15/01/ 06/ Office of the University RegistraRegistration and Transcripts Office
Registrar
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEggI\I'I:II-gNN:C’:\IT?ON DESIGNATION
NUMBER (DAN)
93 09 52990 | Late Add Registration Authorization Retain for 5 Months after End of NONARCHIVAL
Rev. 0 Provides record afourses approved for adding after tenth class day. Quarter NONESSENTIAL
then OFM
VICE PRESIDENT F(
STUDENT LIFE Paged3of 195
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/15/01/06/ Office of the University RegistraRegistration and Transcripts Office

Registrar
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\l-l:lilooNN:é\lT?ON DESIGNATION
NUMBER (DAN)
09 07 62070 | Permit to Register for Out of Quarter Course (@ftQuarter Card) Retain for 1 Year after End of NONARCHIVAL
Rev.0 |Provides record of authorization from a department for a student to register in a course that is | Quarter NONESSENTIAL
approved for a quarter but not offered in the Time Schedule. then OFM
Destroy.
86 6 36946 | Transcript Order Form Retain for 1 Year after End of NONARCHIVAL
Rev.0 | Provides authority by student to issue transcript. Month NONESSENTIAL
then OFM
Destroy.
/15/01/ 09/ Office of the University RegistraDegree Audit Reporting System (DARS)
Registrar
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS REUENUUONENDY DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

99 11 59376 | DARS Batch ReporOnline Retain for 1 Month after Report | NONARCHIVAL
Rev.1 Report identifies which classes fit into particular requirements for a student's major or area of | Run NONESSENTIAL
studies and which areas require additional classes. Reports can be printdthidmpy format then OFM
when requested. Destroy.
VICE PRESIDENT F(
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/15/01/ 10/ Office of the University RegistraGeneral Catalog and Curriculum
Registrar
DISPOSITION
AUTHORITY DESCRIPTIGDF RECORDS DIEEBETIJSNN:CE\IT?ON DESIGNATION
NUMBER (DAN)
01 03 60056 | CurriculumProgramProposals- Approved Retain for 2 Years afteProgram ARCHIVAL
Rev.1 Provides documentation of the planning and development of an approved academic program. | Propped (Appraisal Required
Includes departmental proposals and supporting papers (program descriptions, faculty data, et then NONESSENTIAL
well as UoW 1503, Creating and Changing Academic Programs Forinstiaeht Curriculum Transferto Archives for OFM
Management module will be the system of record for these proposals. This series includes ap permanentretention
denied, and withdrawn proposals.
93 09 52982 | Curriculum Report (Quarterly) Retain for 3 Years after End of ARCHIVAL
Rev. 0 Provides comprehensive computer listing @lpartment and course number) of all approved Quarter (Appraisal Required
courses currently offered by academic departments. Kuali Student Curriculum Management i then NONESSENTIAL
and selective retention
/15/01/ 11/ Office of the University Registrar: BeA & G NJ NQ& t N2 OSaaAy3a / SyidSN
Registrar
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSUENUIO (N DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

06 03 61122 | U.S.National Security Positiosuthorization for Release of Information Retain for 1 Year after End of NONARCHIVAL
Rev.1l Formused by federal investigators to obtain information for security checks. Month NONESSENTIAL
then OFM
Destroy.
VICE PRESIDENT F{
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/15/0 2/ Vice Pesidentfor Student Life: Administration
Student Life Administration

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll—goNN:é\IT?ON DESIGNATION
NUMBER (DAN)
96 09 57045 | Disciplinary Cases Retain for 6 Years after NONARCHIVAL
Rev.1 A record ofinvestigations and disciplinary actions taken pursuant to the Student Conduct Code| Disciplinary ActioTaken ESSENTIAL
then OPR
Destroy.
98 06 58531 | Student Incident Reports Retain for 6 Years after Incidentf NONARCHIVAL
Rev.1l Provides a record of an incident(s) or information that has been reported to this office involving Resolved ESSENTIAL
or more students, and which may or may not have concluded with a formal ina#etig then OPR
Destroy:.
/15/05/ Office of Student Financial Aid
Student Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\l'l:ll—lC?NN:(l,\lT[l)ON DESIGNATION
NUMBER (DAN)
88141413 | Award Administration Files Retain for 3 Years after End of | NONARGIVAL
Rev. 0 Provides record of UW applications for state and federal financial aid funds. Includes applicati AWard Year in Which Aid was | NONESSENTIAL
award notifications, correspondence, program reports, etc. Granted OPR
then
Destroy.
VICE PRESIDENT F(
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/15/05/ Office of Student Financial Aid

Student Services

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

88 141402 |Federal and Stat&econciliation File Retain for 3 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of the request for federal and state funds as well as the record of the expen¢ Award Year in Which Report wg  NONESSENTIAL
from those funds. May include reconciliation working papers, electronic transmssto federal ang Submitted OPR
state agencies, Common Origination and Disbursement system reports, and statement of acc¢ then
student adjustment records. Destroy.
89 143561 | Financial Aid Applications- Enrolled Retain for 6 Years after End of | NONARCHIVAL
Rev. 1 Provides information to determine eligibility fetudent financial aid. . Last Award Year in Which ESSENTIAL
Student Last Attended OFM
then
Destroy.
88 141383 | Financial Aid Applications- Not Enrolled Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides information required to determine eligibility for receipt of financial aid for applicants w Awar.d Year in WhitNot NONESSENTIAL
were not enrolled as students to the UW during the award year. Admitted OFM
then
Destroy.
88 141395 |Job Referral Forms Retain for 3 Years after End of | NONARCHIVAL
Rev. 0 Provides record of federal and state Weskudy positions offered by employers, and the student | Academic Year NONESSENTIAL
employees hired into those positions. then OPR
Destroy.
VICE PRESIDENT F(
STUDENT LIFE Pagedgof 195
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/15/05/ Office of Student Financial Aid

Student Services

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlzggill\lﬁlooNN:é\lT?ON DESIGNATION
NUMBER (DAN)
88 141397 | Off-Campus Employer File Retain for 3 Years afteEnd of NONARCHIVAL
Rev. 0 Provides record of employers efampus who employ financial aid students through state or fed¢ Award Year in Which Report wa NONESSENTIAL
programs. May include Woitudy contracts, correspondence, job announcements and Submitted OPR
descriptions, and notations of students hired. then
Destroy.
88141400 | Off-Campus Payroll Vouchers Retain for 3 Years after End of | NONARCHIVAL
Rev. 0 Provides record of a WorGtudy student's hours worked, supervisor and student certification, an Award Year in Which Report wg  NONESSENTIAL
reimbursement request for federal and state agreement employers. Submitted OPR
then
Destroy.
88 141396 |OnCampus Job Descriptions Retain for 3 Years after End of | NONARCHIVAL
Rev. 0 Provides description of state or federal Weskudy job within a UW department. Includes Award Year in Which Reportwa ~ ESSENTIAL
supervisor's name and payroll contact. Submitted OPR
then
Destroy.
88 141398 | OnCampus Time Sheets Retain for 3 Years after End of | NONARCHIVAL
Rev.0 | Provides record of student hours worked, and both supervisor and student verification of those Award Year in Which Reportwg ~ ESSENTIAL
hours, for students awarded éiér state or federal WorStudy aid. Submitted OPR
then
Destroy.
88 141393 | Packaging Aid Reports Retain for 3 Years after End of | NONARCHIVAL
Rev. 0 Provides record of awards made to financial aid students through the automated fund awardin( Fiscal Year NONESSENTIAL
system. May include reports and student rosters. then OFM
Destroy.
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/15/05/ Office of Student Financial Aid
Student Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;@I\I‘I:II—L?NN:('Z\]T?ON DESIGNATION
NUMBER (DAN)
88 141405 | Scholarship Applications Retain for 3 Years after End of | NONARCHIVAL
Rev. 0 Documents students' eligibility for and compliance with program requirements for scholarships| Award Year for Which Aid was | NONESSENTIAL
Awarded OPR
then
Destroy.
88 141404 | Scholarship Files (Donor) Retain for 5 Years after End of ARCHIVAL
Rev. 0 Provides record of scholarships administered by the Financial Aid Office. May include adminis Award Year in which Aid was | (Appraisal Required
requirements, notations of donations receiveaypies of wills, correspondence, etc. Awarded NONESSENTIAL
then OPR
Transferto Archives for appraisa
and selective retention
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/15/ 0502/ EnrollmentManagement: Veterans Education Benefits
Student Services

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

93 03 52108 |English as a Second Language (ESL) Program Files Retain for 2 Years after NONARCHIVAL
Rev. 0 Provides a record used to evaluate a student for placement in the Academic English ESL prog Graduation or Last Activity NONESSENTIAL
Files track and monitor the fulfillment of ESL admission requirements by students whose nativ¢ then OFM
language is not English. This program is for ESL students who are pursuing an academic deg Destroy.
the University. The actual classes are taught by Educational Outreach, but all administration a
student information is maintained by Special Servicegs ilclude Delay Requests, diagnostic
results, copy of TOEFL Test results, copy of Michigan Lang. Test resldtss ipretests (to waive th
requirement), SPEAK Test results, etc.
93 03 52110 |Financial Aid Authorization & Disbursement Listsfear End List Retain for 2 Years after End of | NONARCHIVAL
Rev. 0 Provides a cumulative yeand listing generated by Student Accounts & Scholarships (RG# 09.0 Fiscal Year NONESSENTIAL
of students receiving scholarships. Includes amount of tuition exemptions and reductions. then OFM
Destroy.
9303 52115 | National Merit Scholarship and UW Undergraduate Scholar Award Files Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of student applications for the National Meciolarship and UW Undergraduat| Academic Year NONESSENTIAL
Scholars. Includes applications, award letters, and other routine correspondence. then OPR
Destroy.
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/15/0 6/ 01/ Health and Wellness: SARIS (SexAsgaultand Relationship Violence Information Service)

Student Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'lzll—gNN:é\lT?ON DESIGNATION
NUMBER (DAN)
10 09 62319 |Intake Checkilist Retain for 6 Years after Intake NONARCHIVAL
Rev.0 This series provides a record of individuals seeking support or resources for issues surroundin SessiorConcluded ESSENTIAL
sexual assault, stalking, or relationship violence that is collectedotveeklist. May include name, | then OPR
purpose of visit, plan of action, etc. Destroy.
/15/0 7/ Counseling Center
Student Services
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTIGDF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN)

Retain for 8 Years after Last

NONARCHIVAL

88 341748 | Client Information Database
Rev. 0 This database tracks and monitors client contact and consultation progress. May include Contact NONESSENTIAL
appointments, test results, release of information sheets, etc. In September 2008, the Client F( then OPR
became electronic. (As per WAC 254-354) Destroy.
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/15/0 8/ Disability Resources for Students
Student Services
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS SIS ES O ATl DESIGNATION

NUMBER (DAN)

Retain for 6 Years after End of

NONARCHIVAL

89 11 45165 | Student Services and Program Files
Rev.0 |This series provides a record of the services, such as interpreting, note taking, etc, utilized by { Quarter NONESSENTIAL
student during the quarter. May include request from student for service, planning files, etc. Aly then OPR
included are the program fileshich contain testing logs, room assignment requests, supplemen pestroy;
notes, and information specific to each type of service/accommodation program, etc.
/15/0 9/ Recreational Sports Programs: Administration
Student Services
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN)

92 12 51591

Game Sheets

Retain for 5 Years after End of

NONARCHIVAL

Rev. 1 Provide record of teams participating, statistics for each player, and the score for each intramy Quarter NONESSENTIAL
contest. then OFM
Destroy.
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/15/ 10/ 04/ Housing and Food Services: Husky Cacdount and ID Center
Housing and Food Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\I'I:II-S)NN:\C'I\]T?ON DESIGNATION
NUMBER (DAN)
87 7 40324 | Conference and Guest Accounts Retain for 6 Years after Accouni NONARCHIVAL
Rev. 0 Provides record of amounts credited and used by conference attendees. Closed ESSENTIAL
then OPR
Destroy.
/15/ 10/ 05/ Housing and Food ServicdResidential Life
Housing and Food Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEQ?I\I'I:II—IC())NN:('Z\]T[I)ON DESIGNATION
NUMBER (DAN)
99 01 58988 | Priority Documentation(Residential Hall Events) Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Documentation, in electronic format, concerning incidents in the residential halls (i.e. fire alarm Academic Year ESSENTIAL
notices, accidents, personal accidents, or emergency maintenande wimcludes incident, report | then OPR
of activities causing incident, response and corrective actions. May include incident reports frd pestroy,
UW Police, if applicable.
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/15/13/02/ Student Activities Office

Student Programs

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzgggl\l'l:ll-IOONN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
90 01 45532 | Affordable Tuition Now (ATN) Retain for 1 Year afteEnd of NONARCHIVAL
Rev. 0 Provides a quarterly list of optional fee contributions. Fiscal Year NONESSENTIAL
OFM
then
Destroy.
90 01 45533 | Washington Public Interest Research GrofgASHPIRG) (SA701RMD2) Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides a quarterly list of WASHPIRG contributions. Fiscal Year NONESSENTIAL
OFM
then
Destroy.
/15/13/07/ Student Legal Services
Student Programs
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSUENUIO (N DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

1808 69222
Rev. 0

Client Case Files Involving Estate Planning

Information collected during initial contact with potential clients and at consultation used to ide
client, nature of inquiry, referrals made, advice given, etc. where the nature of the matter revol
around end of life, estate planning, and/or power of attorney. Additionally, in the event consult
evolves into ongoing representation, the case file will also provide documentation of a client's |
representation by Student Legal Services in civilriminal matters. May include court pleadings,
evidence information, subpoenas, notes regarding legal research, correspondence with client
other attorneys, etc. All information and materials will reside in LegalServer CMS.

Retain for 10 ears afterCdose of
Estate

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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/15/ 17/ University Police Department
Law Enforcement

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DlzggiTlﬁlc?NN:é\lT?ON DESIGNATION
NUMBER (DAN)
11 12 62911 |ACCESS, WACIC, and NCIC Validations Retain for 3 Years after Date of| NONARCHIVAL
Rev.0 | Records from A Centralized Computer Enforcement System (ACCESS), Washington Crime Inj Validation or until WSP Audit | NONESSENTIAL
Center (WACIC), and National Crime Information CeM€iC) relating to validation notices receiv then OPR
from the Washington State Patrol verifying the receipt and database entry of criminal history | pestroy,
information transferred in accordance with RCW 10.98.050.
11 12 62922 | Agency Property Inventories Retain for 3 Years after Disposg NONARCHIVAL
Rev.1  |Any log or inventory concerning agency owned and issued property. Including officer gear, | Of Asset ESSENTIAL
ammunition and weapons. then OFM
Destroy.
12 06 68266 | Applicant Testing, Hired Retain for 6 Years after NONARCHIVAL
Rev. 0 Provides a record of testing during the hiring process for police officers. May include all Termination ofEmployment NONESSENTIAL
documentation from applicant testing: PAT (physical ability test) cards, test forms and sheets ¢ then OPR
oral board exams. Destroy.
06 07 61245 | Banning Letters Retain for 6 Years after Expired] NONARCHIVAL
Rev. 0 Provides a record of restrictions placed oniagividual's access to all or part of the University. then NONESSENTIAL
Destroy. OPR
88 4 42063 | Building Survey Reports Retain for 1 Year after End of ARCHIVAL
Rev. 0 Provides record of security measure surveys done of campus buildings. Used by departments | Calendar Year (Appraisal Required
update/enhance their security measures. then NONESSENTIAL
. . OFM
Transferto Archives for appraisa
and selective retention
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/15/17/ University Police Department
Law Enforcement

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DlzggiTlﬁlc?NN:é\lT?ON DESIGNATION
NUMBER (DAN)
11 12 62910 Bulletins Retain until after end of NONARCHIVAL
Rev. 1 Daily, weekly, or monthly reports or bulletins created to disseminate pertinent information to | calendar year NONESSENTIAL
various departments or individuals of the agency. then OFM
Destroy.
11 12 62913 | Case FilesJuvenile Offenders Retain until Juvenile attains 23 | NONARCHIVAL
Rev. 0 Casaeports and files assembled by law enforcement staff pertaining to offenses allegedly years of age or notification from|  ESSENTIAL
committed by juveniles. juvenile court OPR
Note: RCW 13.50.050(22)(a) allows for the routine destruction of records relating to juvenile then
offenses only when the subject has attained 23 yedirage or older. Local law enforcement recorq Destroy.
relating to juvenile offenses may also be destroyed pursuant to RCW 13.50.505(17)(a) upon
notification from the juvenile court that such records are eligible for destruction.
11 12 62914 | Citations/Notices of Infractions Issue Log Retain for 4 Years after End of | NONARCHIVAL
Rev. 1 Recordslocumenting the issuance of blank, gmembered citations/notices of infraction to officers Calendar Year NONESSENTIAL
in accordance with RCW 46.64.010. Includes, but is not limited to voided citations/tickets, rec¢ then OPR
for books and/or devices issued. Destroy.
11 12 62925 | Citations/Notices of Infraction IssuedDriving Under the Influence Retain for 10 Years after Date o0 NONARCHIVAL
Rev. 0 Records relating to citations issued to alleged violators for driving while under the influence wh Issuance ESSENTIAL
must be retained in accordance with RCW846502(6). then OPR
OEOf dzRS& OAlGlI GA2yaky2iA0Sa 2F AYyTNI OldAzy 3 Destroy
Electronic Collision and Ticket Online Records (SECTOR) transmitted to Washington State Pa
00 05 59684 | Citizen Complaint Files Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides a record of written complaints against the department received from members of the | Calendar Year NONESSENTIAL
public. Includesesponse. then OFM
Destroy.
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/15/17/ University Police Department
Law Enforcement

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBIEII\I'I:II—IOONN:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
88 4 42069 | Communications Center Recordings Retain for 3 Months after Mediaj] NONARCHIVAL
Rev.0 | Provides a taped daily record of E911 calls, calls to UWPD Communications Center, and radig Ful NONESSENTIAL
communications between UWRCDommunications Center and UW radio units. Also includes then OFM
telephone call data. Destroy.
11 12 62916 |Computer- Aided Dispatch (CAD) Backup Data Retain for 3 Years after NONARCHIVAL
Rev.0 | Backup data entered by dispatchers pertaining to calls received and/or processed by a Public | Conclusion of Dispatch Action | NONESSENTIAL
Answering Point. then OPR
Destroy.
88 4 42053 | Computer Aided Dispatch System (CADS) Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | Provides a record of dispatched calls for police service and an event record ofgmoidty. Calendar Year NONESSENTIAL
then OPR
Destroy.
11 12 62921 | Confidential Informant (Cl) Records Retain for 3 Yearsfter NONARCHIVAL
Rev. 1 Records relating to individuals with confidential informant status who provide information to the T€rmination of Confidential ESSENTIAL
agency on a confidential basis. Informant Status OFM
then
Destroy.
11 12 62926 | Court Orders Filed with UWPD Retain until Expired, Vacated, NONARCHIVAL
Rev. 1 Orders issued by a court and filed with the agency. Terminated, or Superseded ESSENTIAL
Includesput is not limited to antharassment orders, noontact orders protection orders, then OPR
restrictive area orders, and Stay Out of Drug Area (SODA)/Stay Out ofxresditution (SOAP) Destroy.
orders.
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/15/17/ University Police Department
Law Enforcement

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBI;'I\I'I:II-IOONN:C’Z\ITI?ON DESIGNATION
NUMBER (DAN)
11 12 62915 | Court Orders Fulfilled by UWPD Retain for 6 Years after End of | NONARCHIVAL
Rev. 1 Records relating to the tracking and delivery of official documents requiring a process to be se Action ESSENTIAL
by the UWPD. then OFM
Destroy.
11 12 62909 | Crime Analysis Files Retain for 1 Year after NONARCHIVAL
Rev. 0 Records relating to analyses used to anticipate, prevent, or monitor potemimainal activity. Completion of Analysis NONESSENTIAL
then OFM
Destroy.
11 12 62919 | Crime Prevention Programs Retain for 1 Year after Obsolete ARCHIVAL
Rev. 0 Records relating to the management of crime prevention programs. or Superseded (Appraisal Required
Includes, but is not limited to Crime Stoppers, block watch; business watch and house watch. then NON%SPSRENTIAL
Transferto Archives fo appraisal
and selective retention
00 05 59685 | Crime Prevention Publications/60 Day Log Retain for 7 Years after Annual ARCHIVAL
Rev. 0 Provides a record of publications and notifications on crime produced by UWPD as part of the | RéportComplete (Appraisal Required
Prevention Program. Includes crime analysis reports. Required b§00F&C 1092 (f), Cleary Act.| then ESSENTIAL
Transferto Archives for appraisa OPR
and selective retention
11 12 62912 | Criminal HistoryAudit Reports Retain for 6 Years after ARCHIVAL
Rev. 0 Final reports of Washington State Patrol audit findings. Completion of Washington State (Appraisal Required
Patrol audit NONESSENTIAL
then OPR
Transferto Archives for appraisal
and selective retention
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/15/17/ University Police Department
Law Enforcement

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

11 1262923 |Evidence Records Retain for 6 Years after NONARCHIVAL
Rev.l Records documenting the intake, management, and disposition of property acquired by the ag| Disposition oCase ESSENTIAL
as evidence attached to a case number. then OPR
Destroy.
18 12 69340 | Expungement/Sealing/Vacation of Records Retain until Current Approved NONARCHIVAL
Rev.0 | Records relating teequests and orders for the expungement, sealing or vacation of criminal | Rétention Period for the Record  NONESSENTIAL
information or records in accordance with WAC 448025. This record replaces the original recq EXpunged/Sealed/Vacated OPR
and demonstrates why the original record is no longer retained. then
Destroy.
12 06 68267 |Field Interview Reports (FIR's) Retain for 6 Years after End of | NONARCHIVAL
Rev.0 [t NPOARSE NBO2NRa 2F 2FTFTAOSNEQ TFTASER O2yidl ¢Contact NONESSENTIAL
Incident Report. then OPR
Destroy.
06 09 61363 | Firearms Exemption Retain for 6 Years after Expired] NONARCHIVAL
Rev. 0 This series provides a record of individuals requesting an exemption to WAT24720. Includes | OF Denied NONESSENTIAL
both approved and denied permits. then OPR
Destroy.
88 4 42060 |FTO Files (Field Training Officer Files) Retain for 6 Years after NONARCHIVAL
Rev. 0 Provides a record of officer field training. Includes individual officer training manual and(D&@Rs| Termination ofEmployment NONESSENTIAL
Observation Reports). (Field training records are maintained per RCW 43.101.200.) then OPR
Destroy.
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/15/17/ University Police Department
Law Enforcement

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll—looNN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
12 06 68270 |In-Car Video Retain for 3 Months after Date NONARCHIVAL
Rev. 1 Recordings created by mobile units that have not captured a unsgqususual incident or action | of Recording NONESSENTIAL
from which litigation or criminal prosecution is expected or likely to result. then OFM
Destroy.
88 4 42061 |IncidentReport Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | Arecord of the initial report on arrests, accidents, crimes and incidents. May include statemer Calendar Year ESSENTIAL
property sheets, criminal or infraction citations, etc. needed to document the incideay. iktlude | then OPR
WACIC or NCIC printed data and DOL information. Destroy.
88 4 42068 |Investigation Case Files Retain for 6 Years after Case NONARCHIVAL
Rev. 1 Contains a detailed record of information collected in investigations of reported crime or incide| Closed/ Inactive ESSENTIAL
Including: Casecracker records, supplemental reports, Witness/Victim statements, photos, pro| then OPR
and evidence worsheets, WACIC/NCIC/DOL printed data, etc. (After retention period ends, sex pestroy,
assault and assault case files are turned over to WASPC (Washington Association of Sheriffs
Police Chiefs."))
11 12 62918 | Investigative Funds Retain for 10 Years after Last NONARCHIVAL
Rev.0 | Records relating to agency funds expended during criminal investigation evidence buys, inves{ Expenditure NONESSENTIAL
expenses, and informamtxpenses and/or payments. Includes, but is not limited to expense then OPR
vouchers, receipt books for funds spent ledgers, and receipts for purchases. Destroy.
11 12 62917 | K9 Unit Recordé\gency Owned Animals Retain for 6 Years after Removg NONARCHIVAL
Rev. 0 Records relating to horses, dogs, or other animals owned by the agency and retaiwenidance | ffom ActiveService ESSENTIAL
with WAC 1395-915(7).Includes, but is not limited to training and canine team certification, ani then OPR
acquisition and microchip information and records showing purpose, use, or assignment of ani pestroy,
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/15/17/ University Police Department
Law Enforcement

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DlzggiTlﬁlc?NN:é\lT?ON DESIGNATION
NUMBER (DAN)
88 4 42067 |National Incident Based Reporting System (NIBRS) Retain for 3 Years after End of ARCHIVAL
Rev.1 |Provides statistical data on selected major crimes. As per RCW 28B.10.66®(td to WASPC o Calendar Year (AppraisalRequired)
a monthly basis. Includes reporting of child abuse, hate/bias crimes, and domestic violence. | then NONESSENTIAL
. . OPR
Transferto Archives for appraisa
and selective retention
88 4 42076 | Notification of Court Appearance Retain until End of Month NONARCHIVAL
Rev. 0 Summarizes subpoena data and directs officers to appear in court. then NONESSENTIAL
Destroy. OFM
00 05 59703 | Property Activity Request (Form 1024) Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of disposition of equipment or property either through sutputsfer or sale. | Calendar Year NONESSENTIAL
Also includes property or money that has been diverted to police use. (Maintained as per RC) then OPR
11 12 62924 | Property Forfeited Retain for 7 Years after Date of| NONARCHIVAL
Rev.0 | Records relating to personal and/or real property forfeited to the agency in accordance with Rq Forfeiture NONESSENTIAL
69.50.505. Includes, but is not limited to documentation of auction and/or processidized from then OPR
disposition, property retained for agency use, and forfeiture hearing tagesludes records relatin Destroy.
to property retained for law enforcement use in accordance with Chapters 63.32, 63.40, and 6
RCW.Note: RCW 69.50.505(8) (b) requieggencies to retaimecords relating to forfeited property
for at least 7 years.
11 12 62920 | Property Registration Retain for 1 Year after No NONARCHIVAL
Rev. 1 Records relating to personal property registered with the agency for recovery if lost or stolen. | LongerNeeded NONESSENTIAL
then OPR
Destroy.
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/15/17/ University Police Department

LawEnforcement

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

12 06 68271 | Security Surveys and Assessments Retain for 1 Year after End of NONARCHIVAL
Rev.0 | An assessmerdf risks or potential crime performed by Crime Prevention. Record includes secy Calendar Year NONESSENTIAL
evaluations and reports for persons or property under UWPD jurisdiction for crime prevention,| then OFM
planning for a special event or at the request of another security agency. Destroy.
07 08 61597 | Sex Offender Files Retain for 6 Years after No NONARCHIVAL
Rev.1 | Provides a record of registered sex offenders who have becopaetaf the UW campus Longer Affiliated with Campus | NONESSENTIAL
population. The printed bulletins are used as part of the identification verification process. then OPR
Destroy.
88 4 42054 | Special Orders Retain for 3 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of internal office memos containing information of a temporary nature. Calendar Year NONESSENTIAL
then OFM
Destroy.
12 0668274 | Victim Advocate (CVA) Records Retain for 6 Years after Last NONARCHIVAL
Rev.0 |All confidential records used and maintained by the UWPD Crime Victim Advocate (CVA). Contact ESSENTIAL
then OPR
Destroy.
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/15/ 20/ UW Career Center
Student Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll—looNN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
88 12 43452 | Letters of Evaluation Retain for 20 Years after Last NONARCHIVAL
Rev. 0 This series provides a record of Academic Employment and Graduate/Professional School Plg Activity NONESSENTIAL
files. Files may contain cover sheet with contact information, educational histdtgrd of then OPR
recommendation, etc. Destroy.
/15/ 22/ 01/ Enrollment Management: Enrollment Information Services
Registrar
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;@T{ESNN:QT?ON DESIGNATION
NUMBER (DAN)
86 6 36940 | Permanent Student Records/Transcripts (Student Database) Retain for Life of the Agency ARCHIVAL
Rev. 1 Records documenting the official academic performance of individual students at the Universit] then (Appraisal Required
Includes, but is not limited to coursesken, final grades and honors received (including any grad Transferto Student Achievemen! ~ EoSENTIAL
changes), transfer and total credits, major and minor degrees received, and official name chan council for permanent retention OPR
Note: In the event of the University ceasing to exist, the permanent student records are to be
transferred to Student Achievement Council for permanent retention in accordance with RCW
28B.85.130.
97 0857908 | Special Data Studies, Permanent Retain for 10 Years after End of ARCHIVAL
Rev. 0 Special statistical studies prepared with data from the Student Database that may contidotine t | Quarter (Appraisal Required
study and analysis of the effectiveness of University programs. Includes comparative longitudj then NONESSENTIAL
studies. Transferto Archives for appraisa OFM
and selective retention
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/16/ Office of External Affairs
/16/03/ State Relations
External Affairs
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEEET'TTIBONN:(’:\'T?ON DESIGNATION
NUMBER (DAN)
04 10 60816 |Issues Files Retain for 5 Years after End of ARCHIVAL
Rev. 0 Provides record of current issues that may affect or may be of interebtetd/niversity of Calendar Year (Appraisal Required
Washington. May include House and Senate Legislative bills, newspaper articles, testimony, | then ESSENTIAL
correspondence, fiscal notes, checklists, etc. Transferto Archives for appraisa OFM
and seletive retention
/16/05/ Trademarks and Licensing
Promotes and protects the use of UW licensed marks
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS SRR O ACTIE DESIGNATION

NUMBER (DAN)

93 1253398 | Infringers

Retain for 6 Years after End of

NONARCHIVAL

Rev.0 |Documents cease and desist letters sent to manufacturers illegally producing merchandise. | Fiscal Year ESSENTIAL
then OPR
Destroy.
85 535348 |Insurance Certificates Retain until Superseded NONARCHIVAL
Rev. 0 Provides proof that all licensed companies have product liability insurance and thatrivisrsity is | then ESSENTIAL
named as one of the insured parties. Policies are renewed on a yearly basis. A new insuranc Destroy. OFM
certificate is issued at time of renewal of policy.
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/16/05/ Trademarks andLicensing

Promotes and

protects the use of UW licensed marks

I?O\IS'IF')I?S:?L[I(%(N DESCRIPTION OF RECORDS DIEEBI;'I\I'I:II-IOONN:CIZ\ITI?ON DESIGNATION
NUMBER (DAN)
00 09 59911 |Licensee FilesSupporting Documentation Retain for 5 Years after End of ARCHIVAL
Rev. 0 Supporting documentation for licensee contract/agreement to use University of Washington | Fiscal Year (Appraisal Required
trademark on a product. May include artwodqrrespondence, etc. then NONESSENTIAL
Transferto Archives for appraisa OFM
and selective retention
855 35352 | Trademark Registrations Retain for 99 Years after End of ARCHIVAL
Rev. 0 Certificates of Trademark Registrations on both the national and state levels. Proof that this | Fiscalyear (Appraisal Required
University has legal ownership of its trademarks. then ESSENTIAL
Transferto Archives for appraisa OPR
and selective retention
00 09 59913 | Trademarks & LicensingLegal Correspondence Retain for 6 Years after End of ARCHIVAL
Rev. 0 Legal correspondence between Trademarks and Licensing and private attorney representatior Fiscal Year (Appraisal Required
regarding new registration, reviews of registratjogrgistration searches or legal opinions in relati¢ then NONESSENTIAL
to trademark infringements. Transferto Archives for appraisa OPR
and selective retention
Pagell6of 195



@DSNS

Office of the Secretary of State

Washington State Archives

University of WashingtorRecords Retention Schedu

Version2.13 (August 2020

/16/0 7/ Broadcast Services: KUOW Radio Station

Radio Station

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll-looNN:C’I\IT?ON DESIGNATION
NUMBER (DAN)
99 11 59352 | KUOW Equipment Performance Measurements Retain for 2 Years after End of NONARCHYAL
Rev.1 Records performance measurements for each station transmitter. May include Frequency Calendar Year NONESSENTIAL
Measurement Logs. Maintained as per 47 CFR 73.1590. then OPR
Destroy.
99 11 59364 | KUOW Public File Retain for 6 Years after Final ARCHIVAL
Rev.1l Contains all content maintained as part of the station's Public File required as per 47 CFR 73.3 ction on next license renewal | (Appraisal Required
(1-11).Includes: Annual Employment Reports, Contour Maps, Donor Lists, FCC Applications, | @Pplication NONESSENTIAL
Authorization, FCC Investigation or Complaint Notices, Issues/Program List, Local Public Noti¢ then OPR
Announcements, Ownership Reports, Political File, "The Public and Bstiadta Transferto Archives for appraisa
and selective retention
93 11 53256 | KUOW:Station Operation Log Retain for 2 Years after End of NONARCHIVAL
Rev.1 Documents the technical operation of station equipment, including equipment status, equipme( Calendar Year NONESSENTIAL
calibration, the Emergency Alert System, tower lighting outages, etc. Maintained as per 47 CH then OPR
OFFICE OF EXTER
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/16/0 9/ Office of News and Information
Works with journalists who need information about the University of Washington.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIgEgiT'TTI'OONN :C'\'T'?ON DESIGNATION
NUMBER (DAN)

88 7 42641 |News and Information Personnel Files Retain for 6 Years after ARCHIVAL
Rev. 0 Provides information source on UW faculty and staff (current or former). Used to provide Deceased (Appraisal Required
background for University Week stories and articles or press releases. Information from files i¢ then NONESSENTIAL
into the Experts database, an 4ine contact source for outsélmedia needing experts in certain | Transferto Archives for appraisa OFM
fields. May include bibliographies, biographies, photographs, news clips, speeches, obituarie{ 3,d selective retention
88 7 42638 | Past Presidents' Files Retain for 6 Years after ARCHIVAL
Rev. 0 Provides information source on past UW presidents. May include bibliograjpivesaphies, Deceased (Appraisal Required
photographs, news clips, speeches, etc. Used as background source for articles or press rele; then NONESSENTIAL
Transferto Archives for appraisa OFM
and selective retention
88 7 42636 |Regents Files Retain for 6 Years after ARCHIVAL
Rev. 0 Provides information sources on current and past Board of Regents members. May include | Completion of Term or Period of (Appraisal Required
bibliographies, biographies, photograg, news clips, speeches, etc. Service NON(E)IS:;ENTIAL
then

Transferto Archives for appraisa
and selective retention
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/16/ 13/ UWTV
Television Station
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DlzggiTlﬁgNN:é\lT?ON DESIGNATION
NUMBER (DAN)
13 03 68434 |UWTV Daily Logs Retain for 2 Years after End of ARCHIVAL
Rev. 0 Printed from the Traffic Systetrog, documents the schedule for the day including all programmi Month (Appraisal Required
YR aLliad ' aSR o0& 2LISNIG2NBE G2 y238 OKI Yy then NONESSENTIAL
schedule. Transferto Archives for appraisa OFM
and selective retention
13 03 68436 |UWTV Traffic System Logs Retain for 6 Years after End of ARCHIVAL
Rev. 0 Part ofthe Traffic System Database, this is the schedule for all programming and spots. Lists ¢ Month (AppraisalRequired)
of planned programming and spots and time they will be aired. The Traffic System Database t then NONESSENTIAL
what actually ran on each day. Reconciled against the Dagly Affidavits are produced from the | Transferto Archives for appraisa OPR
reconciled logs to document spots that did or did not run as per their contracted schedule. and selective retention
OFFICE OF EXTER
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/19/ Collegeof Arts and Sciences

/19/06/ A&S: Henry Art Gallery

Art Gallery
DISPOSITION RETENTION AND
AUTHORITY DESCRIPTION BECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
00 12 60001 |Accession Register Retain for 5 Years after Last ARCHIVAL
Rev.1 This record documents the intake of eaabject in the permanent collection, in which each object ObjectDeaccessioned (Appraisal Required
documented, including using a unique Accession Number. They are ledgers containing basic | then ESSENTIAL
information that is used to confirm ownership of an object, including the artist, title, medium, | Transferto Archives for appraisa OFM
90 09 46709 | Collection AccessioRecords Retain for 10 Years after Object ARCHIVAL
Rev.1 Various types of information about each object in the Gallery's permanent collection. Includes:| Deaccessioned (Appraisal Required
accession receipt and adjt receipts, deed of gift or purchase record, correspondence, donor | then ESSENTIAL
information, and Director's acknowledgement of gift letter, Invoice (purchases only), Transfer g . . OPR
. . ) ; . . Transferto Archives for appraisa
Ownership (purchases). May also include: UW Gift Transmittal form, research material, . .
- S . - . and selective retention
bibliographies, insurance appraisals, IRS form 8283, exhibition history, provenance, a record g
owns the copyright use agreement, shipping information, or artist cards (with photos and desc
of object).
90 09 46712 |Exhibition Files Retain for 10 Years after Close ARCHIVAL
Rev.1 Providegecord of all aspects of planning and presenting an exhibition. May include: exhibition | Exhibit (Appraisal Required
checklist, incoming loan agreements, any other agreements relating to the exhibition, planning then NONESSENTIAL
correspondence, incoming loan agreements, object receipts, ebduies, shipping information, | Transferto Archives for appraisa OPR
insurance documentations, and condition reports. Includes conservation contracts for loaned | 5nd selective retention
artworks when applicable.

COLLEGE OF ART
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/19/08/05/ A&S: Burke Museum: Registrar
Academic Office

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\l'l:ll—looNN:C’I\IT?ON DESIGNATION
NUMBER (DAN)
06 11 61392 | Donor Cards Retain for 10 Years after ARCHIVAL
Rev. 0 Various types of information on donors of collections in the museum's permanent collection. N CollectionDeaccessioned (Appraisal Required
include:contact information, description of gift, and list of tasks associated with the gift. This | then ESSENTIAL
information is used as a cross reference to the Accession/Deaccession Records. Transferto Archives forappraisal OPR

and selective retention

/19/45/02/ A&S: Psychology: Fast Track

Academic Office

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN)

07 12 61670 | Suspected Child Abuse Reports Retain for 6 Years after Date of| NONARCHIVAL

Rev.0 |This series provides a record of reports submitted to Child Protective Services regarding suspg Interview NONESSENTIAL
child abuse identified during the course of tresearch study. then OPR
Destroy.
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/19/45/06/ A&S: Psychology: Clinic Coordinator: Psychological Services and Training Center

Academic Office

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II—IOONN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
09 03 61950 | Client Case FileslO And Younger Retain for 19 Years after Last NONARCHIVAL
Rev. 0 Providescomprehensive record of client agreements, testing, assessment and/or therapy. May Contact ESSENTIAL
include: Consent Forms, Personal Data Questionnaire, Intake Summary, Consent Form for My then OPR
Exchange of Information, Administrative Closure, Supervisor Contract, ClelVéisheet, Destroy.
Assessment Report, Case Progress Notes, Quarterly Client Checklists, Closing Summary, Tes
Batteries, Case Checklist, Post FollgmQuestionnaire, etc.
09 03 61949 | Client Case Filesl1 And Older Retain for 11 Years after Last NONARCHIVAL
Rev. 0 Provides comprehensive record of client agreements, testing, assessment and/or thétapy. Contact ESSENTIAL
include: Consent Forms, Personal Data Questionnaire, Intake Summary, Consent Form for My then OPR
Exchange of Information, Administrative Closure, Supervisor Contract, Client Fee Worksheet, | pestroy,
Assessment Report, Case Progress Notes, Quarterly Client Ghg€iktising Summary, Tests and
Batteries, Case Checklist, Post FollgmQuestionnaire, etc.
89 10 45101 | Client Case Filegpre 2009 Retain for 16 Years after Last NONARCHIVAL
Rev. 0 Provides comprehensive record of client agreements, testing, assessment and/or therapy. Ma Contact ESSENTIAL
include: Client Statement of Understanding, Evaluation of Effectiveness of Séoansent form), then OPR
PersonaData Questionnaire, Intake Summary, Consent Form for Mutual Exchange of Informat pestroy,
AdministrativeClosure, Supervisor Contract, Client Fee Worksheet, Assessment Report, Case
Progress Notes, Quarterly Client Checklists, Closingrary, Tests and Batteries, Case Checklist,
Post Followup Questionnaire, etc.
COLLEGE OF ART
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/19/58/01/ A&S: Speech and Hearing Sciences: Speech and Hearing Clinic (Speech Pagmaldgydiology)

Academic Office

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS
NUMBER (DAN)

RETENTION AND
DISPOSITION ACTION

DESIGNATION

91 08 48042 | Client Case FilesAdults Retain for 6 Years after Last NONARCHIVAL
Rev.0 |Provides comprehensive record of client contact, testing, evaluations and/or therapy. May incly ACtivity ESSENTIAL
correspondence, test and examination results, assessments, progresss;apates, consent form, | then OPR
etc. Includesscreening files, no show/hold files and bypass/waiting for therapy files. Destroy.
91 08 48041 | Client Case Filegviinors Retain for 28 Years after Date o NONARCHIVAL
Rev.0 | Provides comprehensive record of client contact, testing, evaluations and/or therapy. May incl Birth ESSENTIAL
correspondence, test and examination results, assessments, progress reports, notes, consent| then OPR
etc. Includes screening files, no show/hold files and bypass/waiting for therapy files. Destroy.

Note: Retention represents how office will calculate the date of destruction of Case files for Mi
Minor clients range in age fromIB years. Actual retention isy&ars after age 18 or 10 years afte
last contact; whichever is longer.

91 08 48044 | Occupational Health and Safety Records Retain for 30 Years after Last NONARCHIVAL
Rev. 0 Provides record of UW employee hearing loss tests performed by this department and in conjy Contact ESSENTIAL
with the Occupational Health and Safety Office. May idellaudiograms, diagnostic evaluations, | then OPR
etc. Destroy.
COLLEGE OF ART
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/19/62/ A&S: Department of Spanish and Portuguese

Academic Office

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

Retain for 2 Years after End of

NONARCHIVAL

93 852771 |Foreign Study: Student and Institutional Evaluations
Rev.0 |Provides a record of the evaluation of undergraduate student foreign study transcripts and of | Calendar Year ESSENTIAL
courses taught in foreign educational institutions and their assigned UW equivalents. then OFM
Destroy.
Pagel24of 195

COLLEGE OF ART
AND SCIENCES



@DSNS

Office of the Secretary of State

Washington State Archives

University of WashingtorRecords Retention Schedu

Version2.13 (August 2020

/21/ Collegeof Education

/21/05/ Education: Teacher Education Program
Academic Office

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

86 10 37876 | Certificate Program Candidatelnactive Retain for 10 Years after End of NONARCHIVAL
Rev. 0 Provides a record of candidates formerly enrolled in a teacher certificate program who have ng Calendar Year NONESSENTIAL
completed the requirements and received a Residency Initial or Professional certificate. then OFM
Destroy.
86 10 37882 | Educational Staff AssociateResidency Initial and Professional Certificate Retain for 45 Years after End of NONARCHIVAL
Rev. 0 Provides a record of candidates who have complete credential and received a residency initiall Calendar Year ESSENTIAL
professional certificate for Social Worker, Psychologist/School Counsé&torincludes certificate then OPR
application (which includes criminal background information), fee payment information, copy o Destroy.
previouscertificates, correspondence, etc. These files are used by the Office of Superintenden
Public Instruction: Office ¢frofessional Practice for investigations.
86 10 37877 | Granted Certificates Retain for 45 Years after End of NONARCHIVAL
Rev.1 Provides record of candidates who have completed the requirements for a masters in teaching Calemar Year NONESSENTIAL
have received a Residency Initial Certificate. May include advisors report, correspondence, fig then OPR
practicum, evaluations, certification application (which infgs criminal background information), | pestroy;
student teaching evaluation working files, etc. These files are used by the Office of Superinter
of Public Instruction:Office of Professional Practice for investigations.
COLLEGE OF
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/21/08/01/ Education: Educational Psychology: Clinical Training Lab

Clinical Training Lab

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

94 07 53855 | Psychology Counseling Folders Retain for 16 Years after Last NONARCHIVAL
Rev. 0 Folders provide a record of counseling session done by students in the Counseling Psycholog Contact ESSENTIAL
Program. For #2 ages, counseling is done for a multitude of reasons including educational then OPR
performance. For adults, counseling is for how to deal with the child's problems and educatior| pestroy;
assessment. May include case notes, summary report, client seateai understanding, intake
sheet, psychological evaluation, etc.
94 07 53856 | School Psychology Testing Folders Retain for 20 Years after Last NONARCHIVAL
Rev. 0 Provides record of the testing of PrdR students for psychological evaluation. Results provide Contact ESSENTIAL
recommendations and suggestions for educational and psychologicabeiatj. May inlude test then OPR
protocols, interview notes, scoring sheets, diagnostic worksheet, client statement of understan| pestroy;
rating scale, notes, etc.
COLLEGE OF
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[22] College of Engineering

[22/15/01/ Eng: Aeronautics and Astronautics: F.K. Kirsten Wind Tunnel (Aeronautical Laboratory)
Research

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBETIJEDONN:(I:\ITI?ON DESIGNATION
NUMBER (DAN)
97 07 57837 | Academic ProjectsWind Tunnel Test Raw Data, Data Reduction Notebook, and Final Report | Retain for 6 Years after ARCHIVAL
Rev. 0 This series contains the records relating to various phases of a wind tunnel test for an Academ Completion of Project (Appraisal Required
project. Raw and Reduced daee created during the testing of the model; the Data Reduction | then NONESSENTIAL
Notebook includes the calculations used to extrapolate the final report from the raw data gathe Transferto Archives for appraisa OFM

during the various tests. The Final report contains a summary of the information found Détfa | 5., selective retention
Reduction Notebook. Also included is the Test letter from the client.

19 10 69409 | Commercial ProjectsWind Tunnel TesData and Photograplt ITAR Regulated Retain until Completion of NONARCHIVAL
Rev. 0 Provides a record of force, moment, wind speed, and other assorted sensor data, along with | Project ESSENTIAL
photographs from many viewpoints, routinely collected for most wind tunnel tests. These data| then OFM

typically collated, annotatedyrocessed, and time synchronized as needed by Kirsten Wind Tun Destroy.
staff prior to delivery to the customer. There are occasions, however, when the customer desir
take the data directly from the experiment, and requests that all data, including phapbgt be
completely erased from the KWT network for extra security purposes. These customers are ty
government contractors testing an aeronautical system subject to ITAR (International Trade an
Arms Regulated) restrictions, which mandate zero exposf test articles, data, fabrication
techniques, and technology knelow to nonUS citizens.

97 07 57843 | Commercial ProjectsWind TunnelTest Raw Data, Data Reduction Notebook, and Final Report | Retain for 5 Years after NONARCHIVAL
Rev. 0 This series contains the records relating to various phases of a wind tunnel test for a Commer¢ Completion of Project ESSENTIAL
project which contains proprietary information. Raw and Reduced data are created during the | then OFM

testing of the model; the Data Reduction Notebook iuels the calculations used to extrapolate th pestroy,
final report from the raw data gathered during the various tests. The Final report contains a
summary of the information found in the Data Reduction Notebook. Also included is the Test g
from the client. Tle Work Agreement between the Wind Tunnel and the client is found in the
Accounting office. Retention is per RCW 42.56.270.
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/22/15/01/ Eng: Aeronautics andAstronautics: F.K. Kirsten Wind Tunnel (Aeronautical Laboratory)

Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DlzggiTlﬁlc?NN:é\lT?ON DESIGNATION
NUMBER (DAN)
97 07 57839 | Equipment and Occupancy Log Books Retain for 6 Years after Life of NONARCHIVAL
Rev.0 | The Equipment Log book provides a chronological daily record of events at the wind tunnel tes Equipment ESSENTIAL
facility. May include: power usage readings, hoursadfupancy, required repairs, etc. The then OPR
Occupancy Log books records which customers visited the facility, what was tested, who perfq Destroy.
the tests, what tests were performed, etc.
05 09 60963 | Operational Security Checklist Retain for 1 Month after End of | NONARCHIVAL
Rev. 0 Documents which staff performed the nightly shutdown procedures of the wind tunnel equipme Month NONESSENTIAL
and building security. then OFM
Destroy.
COLLEGE OF
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[26/ School of Law

/26/ 04/ 02/ Law: Assistant Dean for Students a@@bmmunity Development: Financial Aid Office
Student Services

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

99 06 59155

Emergency and Long Term Loan Applications

Retain until Paid in Full

NONARCHIVAL

NUMBER (DAN)

Rev. 0 Applications from students who are in need of an emergency short or long term loan. Student| then NONESSENTIAL
pay the loan back by a specified period of time and signs an acknowledgement of this. Applicg Destroy. OFM
includestudent signature, amount requesting, purpose of loan, repayment information form ang
school certification. All collection and repayment information is handled in the Student Fiscal
Services Office.

99 06 59159 | Satisfactory Academic Progress Annual Files Retain for 3 Years after Final NONARCHIVAL

Rev. 0 Files provide documentation of review of student academic progress to deteiiffinancial aid | Report Completed/Submitted | NONESSENTIAL
awards should be suspended for failure to complete credits. Files include a record of potential then OFM
problem students, notifications of suspension, appeals letters and final determination. Destroy.

/26/06/04/ Law: Academic Services
Student Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

DISPOSITION ACTION

04 11 60791 | Information Release Authorization Retain for 1 Year after End of NONARCHIVAL
Rev. 0 This series provides a record of students authorizing the Law School to release their transcript Quarter NONESSENTIAL
issue a letter of goodtanding, etc. then OFM
Destroy.
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126/06/04/ L

aw: Academic Services

Student Services

DISPOSITION

RETENTION AND

NUMBER (DAN)

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
04 11 60790 |Rule 9 Intern Practice Certification Retain for 1 Year after Date of NONARCHIVAL
Rev. 0 Confirms that an individual is a student at the UW Law School, has completed a certain numbe Filing NONESSENTIAL
credits and i®ligible to apply for legal intern status. Form is completed by the student, confirm( then OFM
and approved by the Law School and filed with the State Bar Association. Destroy.
/26/20/ Law: Parenting Evaluation Treatment Program
Academic
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEEI;'I\I'I:IIWC())NN:(;\IT?ON DESIGNATION

00 03 59649
Rev. 0

PETP Case Files

Files created in response to cowntdered evaluation of parenting methods. Used to make
recommendations for parenting plans, child custody, etc. Evaluators are mental health practiti
enrolled in the PETP. Includegal documentation, psychiatric testing, interviewer notes, eviden
photos, consent to release, final report, counseling treatments and referrals. Final copy of rep
also given to each party involved. See WAG2246354 for retention requirementsegarding the

case files.

Retain for 22 Years after Final
Report Submitted

then
Destroy.

NONARCHIVAL
ESSENTIAL
OPR

SCHOOL OF LAW
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[27/ School of Medicine
/27/01/ 11/ Med: Continuing Medical Education
Academic
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II—L)ONN:(’I\ITI?ON DESIGNATION
NUMBER (DAN)
92 05 50410 |Course Files Retain for 1 Year after NONARCHIVAL
Rev. 0 Provides record gbolicy/nonrroutine correspondence relating to content, instructors, promotion | Superseded by New NONESSENTIAL
and advertisement of courses, lectures, symposia or other events accredited by the CME Offic Accreditation OFM
Includes syllabi, brochures and other publications, evaluation summaries, antlaling materials | then
(multimedia materials) created for CME courses. Destroy.
/27/05/01/ Med: Biological Structure: Willed Body Program
Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RSIENIECAND DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

01 02 60043 | Product of Conceptus Files/Log Retain for 99 Years after Burial/l NONARCHIVAL
Rev. 0 Documents the cremation of products ednceptus. Include copy of release, date of cremation, | Return ofAshes NONESSENTIAL
urnment, burial, etc. Retention requirements based on WAG®870 since UW acts as place of | then OPR
cremation. Destroy.
01 02 60041 | WBP- Donor Files Retain for 99 Years after Burial/| NONARCHIVAL
Rev. 0 Files trace contact with donors and/or donor family when individual wills their remains to the U} Réturn ofAshes ESSENTIAL
Files contain legalocumentation and contract between the donor (or donor family) and UW. Fil then OPR
include donor form, information sheet on remains, correspondence, telephone notes, dispositi¢ pestroy,
form (where buried or where ashes sent), embalmers records, body storage informskipping
information, cremation information, etc. Retention requirements are based on WAD-980
since UW acts as place of cremation.
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/27/05/01/ Med: Biological Structure: Willed Body Program

Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\l'l:ll-looNN:C’I\ITl?ON DESIGNATION
NUMBER (DAN)
01 02 60042 | WBP Donor FilesNo Contact/Withdrawal Retain for 50 Years after NONARCHIVAL
Rev. 0 Donor forms for individuals registered with program for which no contact can be made (moved] Withdraw or Last Contact NONESSENTIAL
person has decided to withdraw from program. Includes donor form, notes regarding contact, | then OPR
correspondence, etc. Destroy.
[27/ 06/ Med: Comparative Med: Administration/Vet. Services
Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSUSNUUSH (N DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

93 MM 52788 | Animal Health Record Retain for 6 Years after Animal | NONARCHIVAL
Rev. 0 Provides record of base data regarding the health of a research animal, physical exam results| Death or Disposition ESSENTIAL
evaluations, etc. Includes animal identification number, USDA number, lab work requests & re| then OPR
Dead or Sick Animal Report/Treatment Orders, Rgigical Care ReportsRAys, etc. Destroy.
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/27/0 6/0 1/ Med: Comparative Med: Diagnostic Lab

Research

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

92 12 51549 | Diagnostic AnimaBSpecimens Retain for 1 Year afteEnd of NONARCHIVAL
Rev. 0 Provides record of animal tissue samples, serum, etc., filed according to lab request number. | Calendar Year ESSENTIAL
used for teaching purposes after being utilized in diagnosis. then OFM
Destroy.
15 03 68743 | VADDS Database (Vetstar Animal Disease Diagnostic System Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of requests from other units or departments for services of the Comparative | Calendar Year NONESSENTIAL
Medicine Diagnostic Lab. Notes results of lab services and produces reports to requester. Al§ then OPR
includes data regarding sentinel rodents gathered perGality Assurance Schedule. Destroy.
[27/06/02/ Med: Comparative Med: Animal Facilities
Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS REUELULE D DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

93 852787 |Animal Care Logs Retain for 6 Years after End of | NONARCHIVAL
Rev.0 |Provides record of daily and weekly care of research animals. May include feeding times, hea Calendar Year ESSENTIAL
issues, etc. then OPR
Destroy.
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/27/06/02/ Med: Comparative Med: Animal Facilities

Research

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITIOACTION

DESIGNATION

07 12 61668
Rev. 0

Monitoring System Records

This series provides a record of measurements of air, humidity, light, etc. anth@l rooms. May
be in electronic or hard copy form.

Retain for 6 Years after End of
Calendar Year

then
Destroy.

NONARCHIVAL
ESSENTIAL
OPR

07 12 61667 | Sterilization and Maintenance Logs Retain for 6 Years after End of | NONARCHIVAL
Rev.0 |This series provides a record of the maintenance of equipment used for sterilization in the Anir Calendar Year NONESSENTIAL
Facilities then OPR
Destroy.
/27/06/03/ Med: Comparative Med: Transgenic Resource Program/Colony Management
Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

07 12 61673 | Cryopreservation Log Retain for 6 Years afte NONARCHIVAL
Rev.0 |This series provides a record of the location of frozen embryos. Includes date, principal investil Administrative Purpose Served ESSENTIAL
strain, location, comments, etc. Includes billing information. then OPR
Destroy:.
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/27/06/0 3/ Med: Comparative Med: Transgenic Resource Program/Colony Management

Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II-IC)OAI\ICIZ?IT)?\I DESIGNATION
NUMBER (DAN)
07 12 61674 | Experimental Procedures or Protocols Retain for 6 Years after NONARCHIVAL
Rev.0 | This series provides a record of new procedures or protocols developed for embryo manipulati Superseded NONESSENTIAL
then OFM
Destroy.
07 12 61672 |Injection Summary Retain for 6 Years after NONARCHIVAL
Rev.0 |This series provides a record of embryanipulation. Includes the name of Principal Investigator, Administrative Purpose Served ESSENTIAL
construct injected, individual injection number, embryos implanted, budget number, etc. Includ{ then OPR
billing information. Destroy.
07 12 61676 | Request for Services Retain for 6 Years after End of | NONARCHIVAL
Rev.0 |This series provides a record of requests for services. May include Request for Generation of | Calendar Year NONESSENTIAL
Transgenic and Knockout Mice aRdquest for Embryo Cryopreservation. then OPR
Destroy.
07 12 61675 | Tail Sheets Retain for 1 Year after NONARCHIVAL
Rev.0 |This serieprovides a record of the genetic history of a mouse. Includes strain, dame, sire, num Administrative Purpose Served ESSENTIAL
pups born, generation, birth date, line, tag number, phenotype, sex, genotype, principal then OFM
investigator's name, and date tails taken, etc. Destroy.
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[27/ 10/ Med: Medical Education and Biomedical Informatics

Academic

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

82920210 |Examination Score Summaries Retain for 1 Year afteifest NONARCHIVAL
Rev. 0 Summarizes the examination scores from all tests administered or proctored by Medical Educ: Scored NONESSENTIAL
Each examination score can be found in itdividual's student folder. then OFM
Destroy.
99 06 59153 | Teaching Scholars Program Certificate Files Retain for 5 Years after NONARCHIVAL
Rev. 0 Files of individuals participating in the Teaching Scholars Program. Files include program Completion ofProgram NONESSENTIAL
information, applications, correspondence, letters, research papers, etc. This program is for a| then OFM
certificate only, it does not earn the individual any typfeacademic credits or degree. Destroy.
/271 11/04/ Med: Rehab Med: Resident Training Program
Academic
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIS DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

96 02 56477
Rev. 0

Medical Resident Evaluation of Residency/Fellowship Trairifnggram/FacultySummary

Annual summary of medical resident/fellow evaluation of clinical training and instructor. Compi
per teaching site and per faculty member. May be used in connection with faculty promotion ig

Retain for 5 Years after
Summary Complete

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

96 02 56476 | Medical Resident/Fellow Evaluation of Residency Training Program/Faculty Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides a record of medical resident/fellow evaluation of clinical training and opportunities for| Academic Year NONESSENTIAL
patient contact as well as evaluation of instructor effectiveness and skill. May be used in conn| then OFM
with faculty promoton issues. Destroy.
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[27/11/07/ Med: Rehab Med: UW Employment Program (UWEP)

Academic
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;@I\I‘I}I—SNN:CII\]T?ON DESIGNATION
NUMBER (DAN)
98 07 58553 | Program Client Files Retain for 6 Years after NONARCHIVAL
Rev. 0 Provides a detailed record of employment specialist contact with &IDVR/Private Paglient | 1 €rmination of Program ESSENTIAL
accepted into the program including notes, evaluations, progress/outcome reports, and action | Participation OPR
Also includes an accounting of all aspects of employment specialist work time. then
Required per King County Developmental Disabilities Division Co(Ki@EtDD), Division of Destroy:.
Vocational Rehabilitation contract (DVR) and criteria established by the Center on Accreditatio
Rehabilitation Facilities (CARF).
/27/13/01/ Med: Allergy and Infectious Diseases: Allergy
Research
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN)

04 11 60826 | Student Evaluation Sourd@ocuments Retain for 3 Months after End of NONARCHIVAL

Rev. 0 Documents used to compile an evaluation of Fourth Year Medical Student performance while | Quarter NONESSENTIAL
working at the Allergy Clinic. Final evaluation created from these source documents is maintaj then OFM
the gudent folder. Destroy.
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/27/19/0 1/ Med: Northwest Lipid Research Laboratories
Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II—IC)OAI\ICIZ?IT)?\I DESIGNATION
NUMBER (DAN)
93 11 53277 | Orders Retain for 2 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of requests submitted by labs seeking certification in lipid testing. Includes | Calendar Year NONESSENTIAL
samples, lab ID number, lab name, ID number assigned toseawchle. (Certification is effective fo then OFM
a period of two years.) Destroy.
93 11 53258 | Protocol Development Retain for 15 Years after End of ARCHIVAL
Rev. 1 Provides a record of the development of procedures and standards by which assays are run. | Calendar Year (Appraisal Required
Includes, protocols, correspondence, memoranda, notes, data, analyses. then ESSENTIAL
Transferto Archives for appraisa OPR
and selective retention
08 12 61975 | Specimen Management Work Orders and Documentation Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | This series provides a record, in chronological order, of work orders related to specimen Calendar Year NONESSENTIAL
management, including return to investigator shipments, sample destruction requests, sample| then OPR
requests,sample storage requests, etc. Destroy.
93 11 53259 | Standardization Retain for 5 Years after End of ARCHIVAL
Rev. 1 Provides aecord of the efforts to standardize lipoprotein test results on an international level. | Calendar Year (Appraisal Required
Assays are monitored by CDC who signs off on analysis results. Includes correspondence, dg then NONESSENTIAL
results, analyses, reports. Transferto Archives for appraisa OFM
and selective retention
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/28] School of Dentistry

/28/01/0 2/ Dentistry: Student Services and Admissions
Student Services

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

90 12 47101

Class Rankingist-- Year End

Retain for 6 Years after End of

NONARCHIVAL

Rev. 0 Compilation of quarterly class ranking lists to identify the class by GPA at the end of the acade Academic Year NONESSENTIAL
year. This report lists the GPA to the exact point and is used to identify awards for elagers. then OFM
Destroy.
06 10 61350 |Degree Verification Retain for 2 Years after End of | NONARCHIVAL
Rev. 0 This series provides a record of requests from forstadents or credential services requesting | Calendar Year NONESSENTIAL
verification of a student's graduation from the University of Washington School of Dentistry. then OFM
Includes a copy of what is sent to the requestor. Destroy.
90 12 46958 | Regional and National Board Results Retain for 10 Years after End of ARCHIVAL
Rev. 0 Provides record of pass/fail rate for dentatidents taking the State and National Dental Board | Calendar Year (Appraisal Required
Exam.Includes lists of students who pass, those who fail, and summary reports. then NONESSENTIAL
. . OFM
Transferto Archives for appraisa
and selective retention
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/28/0 5/02/ Dentistry: Office of Clinic Services: Clinic Operations

NUMBER (DAN)

QupportServices
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIgEg‘gT'TTlloONN:‘C'\'T?ON DESIGNATION
NUMBER (DAN)
07 04 61451 |Log of Spore Tests Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 This series provides a record of spore tests performed on the sterilization equipment. Containg Calendar Year NONESSENTIAL
dates, person(s) conducting the tests. Retention period as per WAGZ4520. then OPR
Destroy:.
/28/16/01/ Oral Medicine: Dental Education in Care of Persons with Disabilities
Research
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS SISO ACTIEI DESIGNATION

Retain for 3 Years after End of

NONARCHIVAL

SCHOOL OF
DENTISTRY

90 12 46962 | Evaluations-- Post Graduates
Rev.0 | Provides record of evaluations and pre/post test results of Dentists and Hygienists who have t; Calendar Year NONESSENTIAL
advancedraining courses from DECOD. then OFM
Destroy.
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128/ 17/02/ Dentistry: Oral and Maxillofacial Surgery: Oral Pathology

Research

DISPOSITION

AUTHORITY DESCRIPTIGDF RECORDS DIEEB‘;’;‘TT“OONN:‘C’\'T?ON DESIGNATION
NUMBER (DAN)

90 12 46988 | Biopsy Rports (Pathology) Retain for 30 Years after End of NONARCHIVAL

Rev. 0 Provides a medical record of examination madeatient tissue. Also used for research purposes| Calendar Year ESSENTIAL
then OPR
Destroy.

/28] 18/ Dentistry: Orthodontics: Faculty and Graduate Clinic
Research

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS T e DESIGNATION

NUMBER (DAN)

Retain for 5 Years after Original

NONARCHIVAL

91 1 47315 | Status/Examination Cards for Accepted Patients
Rev. 0 Provides screening information useddetermine whether a patient will be accepted for treatmen Screening NONESSENTIAL
based on financial ability of patient to pay and teaching value to the School. Provides record g then OFM
untreated condition. Destroy.
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128/ 19/ Dentistry: Pediatric Dentistry: Administration

Administration

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN)

Retain for 2 Years after Degree| NONARCHIVAL

90 12 47016 | StudentProgress Records
Rev. 0 Provides record of professional pdactoral (undergrad) student clinical work in treating patients. Granted NONESSENTIAL
For each student includes the number of hours worked in the clinic, grades and faculty commeg then OFM
Destroy.

128/ 19/0 1/ Dentistry: Pediatric Dentistry: Pediatric Clinic
Research

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN)

Retain for 8 Years after Last NONARCHIVAL

90 12 47019 | Diagnostic Plaster Study Models
Rev.0 | Provides plaster record of patient condition in untreated state and after treatment. Patient Contact or Age 18 NONESSENTIAL
then OPR
Destroy.

SCHOOL OF
DENTISTRY Pagel42of 195



SNS

Office of the Secretary of State

Washington State Archives

University of WashingtorRecords Retention Schedu

Version2.13 (August 2020

/29/ School of Nursing

/29/03/08/ Nursing: Family and Childursing: Center on Infant Health and Development

NUMBER (DAN)

Research
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS o IO AT G0 DESIGNATION

11 12 62906
Rev. 0

Client Case Files (NewbornS yrs old)

This series provides comprehensive record of client agreementsgestssessment and/or therapy
May include: Client Statement of UnderstandiBgaluation of Effectiveness of Services (consent
form), Personal Data Questionnaire, Intake Summary, Consent Form for Mutual Exchange of
Information, Administrative Closure, Supervisor Contract and Notes, Consent for Clinical Rese
Client Contact ShegAAssessment Report and related instruments, Case Student Training Progr
Notes, Quarterly Client Checklists, Closing Summary, Tests and Batteries, Postipollow
Questionnaire, process notes, audio/visual recordings, etc. Retention as per WAR2L3% (2).

Retain for 22 Years after Last
Contact with Client

then
Destroy:.

NONARCHIVAL
ESSENTIAL
OPR

SCHOOL OF NURSI
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/ 33/ Vice Provost for Diversity and Vice President fdmority Affairs

Academic

/33/07/ OMA: Instructional Center

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

NUMBER (DAN)

05 03 60823 | Tutor Database Retain for 6 Years after Last NONARCHIVAL
Rev. 0 Database that tracks the activity of the tutors working for the Instructional Center. Includes tim Cortact NONESSENTIAL
and out, classes tutored for, personal information, etc. Input is from applications and temporat then OPR
attendance sheets. Destroy.
/33/09/ OMA: Early Scholars Outreach Program
Student Programs
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIS DESIGNATION

DISPOSITION ACTION

99 08 59260 | Early Scholars Outreach Participant Files Retain for 8 Years after Last NONARCHIVAL
Rev. 0 Files track and monitor the academic progress of the participants of the Early ScDotezach Contact ESSENTIAL
Program. Participants are tracked from middle school, through high school and into their firsty then OFM
of college. Includes application, tutorial file, grade reports, school data, personal and parent d Destroy.
correspondence, etc.
VICE PROVOST FOR DIVERSITY ANQ
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/34/ Warren G. Magnuson Healt8ciences Center

/34/04/ Office of Animal Welfare
Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II-LDONN:(’:\IT?ON DESIGNATION
NUMBER (DAN)
93 8 52749 | Project RevievRequests Retain for 6 Years after Approve  NONARCHIVAL
Rev.1 Provides record of requests by researchers to use animals in their research. Approved protocg EXpires or is Superseded by Ne NON%?DiENTIAL
valid for no more than 3 years. Includes project description, procedures that will be performed | APProval
animals, signedertification by the Principdhvestigator, changes (amendments), dates of approy then
and monitoring reports. Maintained within HoverBoard. (Required by 9 CFR 2.35) Destroy.
/34/05/ EH&S: Department of Administration & Finance Office (DAFO)
Environmental Health and Safety
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;@I\I’I}I—?NN:('Z\]T[I)ON DESIGNATION
NUMBER (DAN)
94 04 53715 | Staff on Call Log Retain for 5 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of EH&S St@if-Call (SOC) response to emergency calls that develop during | Calendar Year NONESSENTIAL
evenings, weekends, and holidays. The SOC logs are used to create reports to identify trendg then OFM
policy chages or projects and other reporting needs. Destroy.
WARREN G. MAGNUSO
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/34/05/01/ EH&S: Radiation Safety

Environmental Health and Safety

DISPOSITION
AUTHORITY DESCRIPTIGDF RECORDS Dlzggill\l'lzll—i)oNN:(ll\lT?ON DESIGNATION
NUMBER (DAN)
10 12 62359 | Air Emissions Documentation Retain for 5 Years afteDOH NONARCHIVAL
Rev. 0 Records and documents related to, and whishy help establish compliance with, the requiremer; License Inspectio ESSENTIAL
of WAC 24&47 regarding radioactive air emissions. May include reports of air sampling, surve| then OPR
annual reports, etc. Required as per WAC-24%080(8) Destroy.
10 09 62328 | Application for Unescorted Access #&oSecurity Zone Retain for 3 Years after NONARCHIVAL
Rev.1 This series provides a record of individeaiployees working in labs and departments at the Uw | Termination of Access NONESSENTIAL
who have unescorted access to radioactive materials in large quantities. This record series tra| then OPR
individual employee's access to these materials. Theffus triggered when the individual Destroy.
employee is no longer using these materials. May include copies of fingerprints, background ch
results, 10 year investigation results, etc. Retention requirement found in WAQ374@23(8)(c)
90 546230 | Authorization to Use Radioactive Material Files Retain until Termination of UW ARCHIVAL
Rev.0 | Provides authorization for radioactive materials, possession of sealed sources, clinical practice Radioactive Materials License | (Appraisal Required
nuclear medicine, and use with human subjects. Required by WA@24@05 and 246&35075(6). | then ESSENTIAL
Cansidered provision of radiation safety prograt/AC 24621-230 (8) (c). Transferto Archives for appraisa OPR
and selective retention
90 546242 |Bioassay Tests Retain until Termination of UW | NONARCHIVAL
Rev.0 | Provides a record of internal dose assessment of thyroid for employees working with radioiodif Radioactive Materials License ESSENTIAL
determine if individual had an intake cddioiodine. WAC 24821-230 (7)(f). then OPR
Destroy.
WARREN G. MAGNUSO
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/34/05/01/ EH&S: Radiation Safety

Environmental Health and Safety

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggg\glooNN:ng?ON DESIGNATION
NUMBER (DAN)
90 5 46248 | Incidents and Accidents Retain until Termination of UW ARCHIVAL
Rev. 0 Documents reports and correspondence relatedncidents and accidents involving radiation. | Radioactive Materials License | (Appraisal Required
then NONESSENTIAL
. . OPR
Transferto Archives for appraisa
and selective retention
90 546236 |Instrument Calibration Reports Retain for 3 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of instrument calibration. Retention required by WA22@30 (9)(d) and 246/ Calendar Year NONESSENTIAL
240566. then OFM
Destroy.
17 03 69035 | Liquid Scintillation Counter QA Program Retain for 5 Years after End of | NONARCHIVAL
Rev. 0 Records of the Quality Assurance program to assure the reliabilitpenidtacy of Liquid Scintillatio| Calendar Year NONESENTIAL
Counters used by Radiation Safety for analyzing wipe samples. Retention required by terms o{ then OPR
Radioactive Material License Condition 43. Destroy.
90 546240 |Monthly Dosimeter Reports Retain for 5 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of the monthly processing of dosimetry badges which measure & record rad Calendar Year ESSENTIAL
exposure to personnel. Includes Report by Series Codes; the monthly reading of badges proc| then OPR
a single monthly batch. Results are also included in an annual report which is prepared for eal pestroy,
individual who is monitored for internal &/or external riation exposure. Annual reports are filed
the individual's personnel file. Monthly reports provide detailed information on each months
reading and are used to supplement the Personnel Files.
WARREN G. MAGNUSO
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/34/05/01/ EH&S: Radiation Safety

Environmental Health and Safety

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBIEII\I'I:I;IOONN:CIZ\ITI?ON DESIGNATION
NUMBER (DAN)
90 5 46254 | Nuclear Reactor Dismantlement Retain for 10 Years after ARCHIVAL
Rev.0  |Documents operation and dismantiement of UW's nuclear reactor. May include corresponden( Dismantlement Completed (Appraisal Required
minutes of UW Nuclear Reactor Committee, etc. then ESSENTIAL
. . OPR
Transferto Archives for appraisa
and selective retention
90 5 46253 | Patient Survey Records Retain for 30 Years after End of ARCHIVAL
Rev.0 |Provides record of contamination survey done of patient's room during and after radiation ther; Calendar Year (Appraisal Required
May also include contamation survey of patient. then ESSENTIAL
. . OPR
Transferto Archives for appraisa
and selective retention
90 5 46252 | Radiation MachineDocumentation Retain for 30 Years after NONARCHIVAL
Rev. 0 Provides documentation about radiation machines at facilities under the jurisdiction of the Uw. Machine Inactive or Disposed ESSENTIAL
include registration, application, inspection reds, and shielding and calculation correspondence then OPR
Destroy.
90 5 46245 | Radiation Worker Personnel Files Retain for 30 Years after ARCHIVAL
Rev. 0 Documents personnel radioactive work history at the UW. May include correspondence, high/| Términation of UW Radioactive | (Appraisal Required
exposure letters, worker history, applications for dosimeters, annual dosimetry reportshioassay Materials License or-Ray NONESSENTIAL
test results which resulted in a burden to the worker's thyroid, etc. (Employee exposure recorg Registration OPR
required for 30 years following termination of the radioactive material licenserayxegistration ag then
per WAC 24@21-230(7)(a) through (g Transferto Archives for appraisa
and selective retention
WARREN G. MAGNUSO
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/34/05/01/ EH&S: Radiation Safety
Environmental Health and Safety
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBIETIJSNN:QT?ON DESIGNATION
NUMBER (DAN)
90 546251 |Radioactive Material Licenses Retain until Termination of UW ARCHIVAL
Rev. 0 Provides a record of radiation license, application, and correspondence. May include Radioac Radioactive Materials License | (Appraisal Required
Materials License (WA800101), Radiation Oncology License, Food Irradiation License, Special| then NONESSENTIAL
Nuclear Materialicense (WRC0012-SNM), etc. Considered provision of radiation safety prograr Transferto Archives for appraisa OPR
per WAC 24@21-230(8)(c). and selective retention
90 5 46260 |Radioactive Material Life Cycle Tracking Retain until Termination of UW ARCHIVAL
Rev.0 | Database which trackall radioactive orders, storage and decay and the eventual disposal of the Radioactive Materials License | (Appraisal Required
radioactive material. Required by WAC 28-230(8)(a) Also includes Dump Files that were | then NONESSENTIAL
created when database inventory records were purged annually. Transferto Archives for appraisa OPR
and selective retention
90 5 46255 | Sealed Source Leak Tests Retain for 3 Years after End of ARCHIVAL
Rev.0 |Provides a record of sealed source leak tests and inventory as required by RML license condit Calendar Year (Appraisal Required
WAC 246221-080 and WAC 24840-113. Records retentiorequirement found in WAC 24240 then ESSENTIAL
572. Transferto Archives for appraisa OFM
and selective retention
90 5 46246 | Training andExperience in Radiation (Form 20) Retain for 30 Years after ARCHIVAL
Rev. 0 Provides record of employee's personal data and current/expected use of radiation. May also| T€rmination of UW Radioactive | (Appraisal Required
documentprevious radiation work and experience. Materials License or-Ray NONESSENTIAL
Registration OPR
then
Transferto Archives for appraisa
and selective retention
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/34/05/02/ EH&S: Building and Fire Safety Office

Environmental Health and Safety

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

99 09 59270 | Capital SafetyFiles Retain for 6 Years after End of | NONARCHIVAL
Rev.1 This series provides a record of recommendations for the distribution of funds for building safe Fiscal Year NONESSENTIAL
projects during a biennium. May include capital plans, studies, project summaries, priority lists| then OPR
funding requests, budgetports, estimates, and related documents associate with minor renew Destroy.
funding allocation specific to safety.
90 01 45406 |HazardAssessment Retain for 6 Years after End of | NONARCHIVAL
Rev.1 |EH&S assessments performed in response to an accident, incident, report of concern, or staff Calendar Year ESSENTIAL
observation that is specific to a particular topic and location. Some assessmentsyevgash and | then OPR
safety showers) may be filed in other directories including the T:IHShared directory. Destroy.
99 09 59272 |Incidentinvestigations Retain for 6 Years after NONARCHIVAL
Rev.1 | Record of investigation of fires, hazardous material spills and other incidents in UW buildings. | Completion of Investigation NONESSENTIAL
Includes photos, inspection reports, interviews, details regarding alarm systems, etc. Records | then OPR
also belocated in the T:/1Incidents directory. Destroy.
12 06 68268 |Lab Closeout Documentation Retain for 6 Years after Lab NONARCHIVAL
Rev.0 | This series provides a record of correspondence, between the EH&S Survey Team and the Pr| Closed ESSENTIAL
Investigator of a lab, regarding failure to correct problems that were found during an inspectior] then OPR
Includes the initibletter and report, second notice, and close out letter. Destroy.
WARREN G. MAGNUSO
HEALTH SCIENCES CE Pagel500f 195




@DSNS

Office of the Secretary of State

Washington State Archives

University of WashingtorRecords Retention Schedu

Version2.13 (August 2020

/34/05/03/ EH&S: Environmental Programs Office

Environmental Health and Safety

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

00 MM 59594 | Chemical Inventory Retain for 70 Years after End of NONARCHIVAL
Rev. 0 This series provides a record of the locations of tokiemicals as required by WAC 28&2>-20010. Year ESSENTIAL
May include records from the retired Lab Safety System, which MyChem replaced. then OPR
Destroy.
11 08 62661 | Chemical Security Assessment Retain for 6 Years after End of | NONARCHIVAL
Rev.0 |This series includes records for the Homeland Security Act requirement for a Top Screen Rep( Calendar Year NONESSENTIAL
Site Vulnerability Assessment. May include training, drills and exercises, incleaishes of then OPR
security, maintenance, calibration and equipment testing records, etc. Required as per 6 CFR Destroy.
89 11 45196 | Chemical Waste Collection Request Forms Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Forms used by University labs and departments to request routineygicknd disposal of hazardoy Calendar Year ESSENTIAL
waste.Includes information on waste composition, quantity and number, types of containers, d{ then OFM
collected, and department collected from. May also include the Request New Chemical Waste| pestroy,
RoutineForm, OneTime Request Forms, and Waste Evaluation Request. (Saedblag Waste
Disposal Records that document actual disposal of waste.)
89 11 45198 | Contaminated Site Files Retdn for 10 Years after ARCHIVAL
Rev. 0 Provides a record of the clearp of contaminated sites which the University owned or owns. May Completion of Cleatip or Sale | (Appraisal Required
include correspondence, reports, surveys, contract records, etc. of Land ESSENTIAL
then OPR
Transferto Archives for appraisa
and selective retention
WARREN G. MAGNUSO
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/34/05/03/ EH&S: Environmental Programs Office
Environmental Health and Safety
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\I'I:II-IC())NN:\CIZ\]T?ON DESIGNATION
NUMBER (DAN)
93 03 52031 | Contingency Plans Retain for 6 Years after ARCHIVAL
Rev. 0 This series provides a record of the contingency plans for the management of hazardous wast Superseded (Appraisal Required
Large Quantity Generator sites as required by the Department of Ecology. then ESSENTIAL
Transferto Archives for appraisa OPR
and selective retention
93 03 52146 |Dangerous Waste Annual Reports Retain for 6 Years after Final NONARCHIVAL
Rev.0 | This series contains Dangerous Waste Annual Reports as reportfeel Washington State Report Completed/Submitted | NONESSENTIAL
Department of Ecology. Also used for long term studies. then OPR
Destroy.
93 03 52148 | Dangerous Waste Regulatompspections Retain for 10 Yars after Date of ARCHIVAL
Rev. 0 This series includes facility inspections and reports from Department of Ecology visits regardin Inspection Report (Appraisal Required
dangerous waste rules. then NONESSENTIAL
Transferto Archives for appraisa OPR
and selective retention
11 08 62664 | Department of Transportation Files Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | This series provides a record of documentation relating to the transportation of hazardous mat| Calendar Year ESSENTIAL
May include shipping advice questions and regulatory inspections reports. then OPR
Destroy.
93 03 52135 | Generator Site Files Retain for 6 Years after NONARCHIVAL
Rev. 0 This series provides a record of Notification of Dangerous Wasteities to the Washington State | Superseded or Generator no NONESSENTIAL
Department of Ecology for every UW site that generates hazardous waste. longer produces waste OPR
then
Destroy.
WARREN G. MAGNUSO
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/34/05/03/ EH&S:Environmental Programs Office
Environmental Health and Safety
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll—looNN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
93 03 52136 |Hazardous Waste Determinations Retain for 6 Years after End of ARCHIVAL
Rev. 0 This series provides documentation of the determining to consider whether waste is hazardous WWaste Production (Appraisal Required
Includes "Chemical Master List" and atime wastes, such as those from remediation projects. then ESSENTIAL
. . OPR
Transferto Archives for appraisa
and selective retention
89 11 45208 | Hazardous Waste Disposal Records Retain for 30 Years after End of ARCHIVAL
Rev.0 This series includes facility signed manifests, land disposal restrictionseifitates of disposal fo| Calendar Year (Appraisal Required
hazardous waste. then ESSENTIAL
Transferto Archives for appraisa OPR
and selective retention
93 03 52143 | Hazardous Waste Training Retain for 3 Years after NONARCHIVAL
Rev. 0 Record of training provided to technologists and staff regarding procedures when dealing with | T€rmination ofEmployment ESSENTIAL
hazardous waste. Training includes regulations and pofeidsandling, storing and then OPR
entering/cleaning areas with hazardous waste spills. Retention required as per WAD2330. Destroy.
11 12 62908 | Industrial Waste Discharge Files Retain for 6 Years after Permit | NONARCHIVAL
Rev. 0 This series provides a record of authority received from the appropriate state or local agency Renewed NONESSENTIAL
approving discharges into Public Owned Treatment Work systems. May imolugitoring data, then OPR
monthly reports, and permit correspondence. Destroy.
93 03 52138 | Internal Spills Documentation Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Documents the spills of hazardous waste at central accumulation facilities for large quantity | Calendar Year ESSENTIAL
generators. Includes details of incident, response, correspondence, type of waste spilkahper| then OPR
affected, final results/reports, etc. Information is contained within a database, and also include: pestroy,
information entered from the Spill Advice Forms.
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/34/05/03/ EH&S: Environmental Programs Office

Environmental Health and Safety

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIgEgiT'TTI'OONN :C'\'T'?ON DESIGNATION
NUMBER (DAN)

11 08 62658 | Participating Responsibl@arty for Waste Disposal Sites Retain for 30 Years after ARCHIVAL
Rev.0 | This serieprovides a record of sites where the University either paid for claamretrieved its Completion of Cleap or (Appraisal Required
hazardous materials, or pays ongoingrdhimus use remediation costs. Removal ESgENRT'AL
then

Transferto Archives for apmisal
and selective retention

99 09 59273 | PCB Program Files Retain for 30 Years after ARCHIVAL
Rev. 0 This series includescords of the UW PCB program. May include inspection reports, annual reg Transformer Removed or (Appraisal Required
etc. for PCRontaminated oil filled transformers and other PCB containing materials. Cleanup Achieved ESSENTIAL
then OPR

Transferto Archives for appraisa
and selective retention

11 08 62662 | Pollution Prevention Reports Retain for 6 Years after Final ARCHIVAL
Rev. 0 Thisseries provides a record of annual reports detailing the amounts of hazardous wastes reus Report Completed/Submitted | (Appraisal Required
recycled, and treated at the UW. then NON%SPSRENTIAL

Transferto Archives for appraisa
and selective retention

93 03 52144 | Vehicle Inspections Retain for 3 Months after Date NONARCHIVAL
Rev. 0 Provides a record of daily inspections of UW vehicles used to transport hazardous waste. Incl| Of Inspection NONESSENTIAL
inspectionreports, problems found, corrective action to be taken and any maintenance work then OPR
completed.Retention as per 49 CFR 396.11. See also Department of Transportation Files. Destroy.
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/34/05/04/ EH&S: Occupational Safet§ Health

Environmental Health and Safety

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

90 03 46028 | Accident/Incident Reports Retain for 10 Years after End off NONARCHIVAL
Rev.l Provides documentation of any accidents or incidents incurred by UW employees, visitors and| Calendar Year ESSENTIAL
captured in OARS (database). Includes any attactsrieneeded for documentation; some medic| then OPR
information and statistical summaries are included as part of this series. Used in root cause an pestroy;
of incident as part of risk assessment to identify deficiencies. Includes final RCA report and
corrective ation tracking tool.
18 10 69315 |Hearing Conservation Program Retain for 30 Years after End of NONARCHIVAL
Rev.0 | Documents University effort® minimize the risk of noisenduced hearing loss to employees, Calendar Year NONESSENTIAL
researchers, students and visitors from work related activities. Includes noise surveys, exposy then OPR
monitoring, calibration, reports, investigations, etc. Destroy.
99 06 59167 |Indoor Air Quality Investigations Retain for 6 Years after End of | NONARCHIVAL
Rev.1 |Files track OSH industrial actions amdbient air quality exposure occurring within University | Calendar Year NONESSENTIAL
buildings. May include a duplicate copy of any or all of the following: sample results, monitorit then OPR
results, correspondence, historical data, etc. Originals are either in General/Industrial Hygiene pestroy;
Sampling or OSH Occupational Exposure Monitoring.
99 MM 59170 | OSH Activity Log Retain for 10 Years after NONARCHIVAL
Rev.1 | Project TrackeDatabase tracks and monitors issues sent to OSH. Includes information on con| Corrective Actiorfaken NONESSENTIAL
info (requestor and location), possible monitoring schedule and results, investigation, -ighlow then OPR
possible corrective action taken and resolution. Entry is from OSH @tfftsaty Form or will be Destroy.
received from a "report of concern: form on the section website. Database is used to identify
patterns for future projects and planning.
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/34/05/04/ EH&S: Occupational Safety & Health
Environmental Health and Safety
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBETIJSNN:QT?ON DESIGNATION
NUMBER (DAN)
90 01 45407 | OSHOccupational Exposure Monitoring Retain for 30 Years after End of ARCHIVAL
Rev.1 Provides a record of air sampling and evaluation for the presence of air contaminants to identi{ Calendar Year (Appraisal Required
employee(s) has been exposed to toxic substances. Field testing and sampling documents th( then ESSENTIAL
and concerns regarding air contaminants which include ave not limited to: asbestos, Transferto Archives for appraisa OPR
formaldehyde, lead, nitrous oxide, silica, ethylene oxide, methylene chlorine and others having g3d selective retention
established PEL. Files may include reports, correspondence, lab analysisaegaodguestor
sampling and corrective Hon taken or suggested.
94 04 53270 | OSHProgram Files Retain for 6 Years after ARCHIVAL
Rev.l Arranged by specific program, provides an administrative record of the written safety programs Uperseded (Appraisal Required
the OSH office (ergonomics, indoor air quality, confined space, LOTO, electricalsafegg/hoists,| then NONESSENTIAL
scaffolding, fall protection, accident prevention, etc. Includes WISHA compliance plans for ind Transferto Archives for appraisa OPR
programs, policies and procedures, permits, audits, risk assessments, inspection forms, blank| gnq selective retention
templates, etc
90 01 45414 |Regulated Building Materials Management Retain for 30 Years after ARCHIVAL
Rev.1 |Documents UW policies and activities regarding the handling of asbestos, lead, PCBs, Silica, ¢ Superseded (Appraisal Required
Includes: bulk sampling; air sampling and exposure monitoring results/reports; Restinteds then NONESSENTIAL
Location Log; notification/correspondence with regulatory agencies; project management; copi Transferto Archives for appraisa OPR
AHERA (Asbestos Hazard Emergency Response Act) management plans. and lective retention
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/34/05/05/ EH&S:Research and Occupational Safety (Biological)

Environmental Health and Safety

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;I;TTT?NN:CII\IT?ON DESIGNATION
NUMBER (DAN)
89 11 45191 | Principal Investigator (PI) Files Retain for 30 Years after Creian | NONARCHIVAL
Rev. 0 IBC approval for each PI to work with biohazardous materials.cafilaclude: Biological Use of Exposure Record ESSENTIAL
Authorization (BUA) Letter with specific agents , biosafety levels, and room locations listed, P| then OPR
Review Checklist of BUA Letter, BUA application , Abstract, Lab Inspection Sheets/Checklists pestroy;
Schematics, Bloodborne PathagExposure Control Plan, Additional SOPs provided by lab as
appropriate: research information, MSDS sheets, biological agent used, etc.
/34/05/06/ EH&S Campus Preventive Health
Environmental Health and Safety
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;I;'I\ITTIOONN:(;\IT?ON DESIGNATION
NUMBER (DAN)
12 09 68324 | Occupational Health Recommendations (OHRS) Retain for 3 Years after Creation| NONARCHIVAL
Rev. 0 Occupational health recommendation letters consist of safety measures for the use of hazar °f Exposure Record ESSENTIAL
chemicals, drugs or agents. The OHR lettercerated in response to the animal protocols and| then OFM
changes that occur within the study. Destroy.
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134/ 05/07/ EH&S: Research and Occ Safety: Diving Safety Program

Environmental Health and Safety

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE(-;I;'I\ITT:;)NN:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
12 09 68322 | Diving Incident Reports Retain for 5 Years after Date of | NONARCHIVAL
Rev. 0 Report ondiving accident in compliance with America Academy of Underwater Science (AAU Report NONESSENTIA
Includes summary of diver experience, location of dive, description of symptoms, description then OPR
results of treatment, disposition of case, recommendations to avoid repatiiincident, etc. Destroy.
94 04 53716 | Diving Information Files Retain for 5 Years after NONARCHIVAL
Rev.l Provides information on divers, active and inactive, diving under the auspices of the UW. In Completion of Final Dive atUW | ESSENTIAL
registration, consent, written diving exams, first aid certification, diving certifications (recreati then OPR
and scientific diver certifications), reports dbdiplinary actions by the DCB, equipment testing, Destroy.
diver database, diving reports, diving variances, diving work plans and reviews, diving medig
exam overview for the examining physician, etc. as required by the American Academy of
Underwater Science (AFS).
/34/05/09/ EH&S: ROS: Research Occupational Health
Environmental Health and Safety
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;I;’I\IT-II-?NN:({\IT?ON DESIGNATION
NUMBER (DAN)
12 09 68320 |Bloodborne Pathogen€ontrol Plan Retain for 30 Years after End of | NONARCHIVAL
Rev.1 A site specific exposure bloodborpathogens control plan (WAC 2823-11010) identifying risks | Calendar Year ESSENTIAL
of bloodborne pathogens. Includes job titles, names with potential for exposures, hazards an| then OPR
exposure controls in the lab. Destroy.
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/34/05/ 10/ EH&S: Occ Safety and Health: Respiratory Program

Environmental Health and Safety

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE(EI;'I\ITT:;)NN:('Z\IT?ON DESIGNATION
NUMBER (DAN)
19 04 69361 |Respirator Requests Retain for 30 Years after NONARCHIVAL
Rev. 0 Individual respirator requests, which define a respirator user group under a responsible supe Términation of Employment ESSENTIAL
GAGKAY + NREfAY3I &@8SFENW 91 OK &SI NRa NBaLAN| then OPR
The respirator request includes the following elements: Destroy.
- Hazard identification and assessment
- Designation of individual respirator users
- Respirator type assignment
- Respirator authorizations for individual users when completed. Authorization records includ
date of medical clearance, date of training, daif fit test, and make/model/size of respirator(s)
authorized for use for that individual.
/34/05/11/ EH&S: Campus Preventive Health: AUMS Program
Environmental Health and Safety
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE-CF)I;’I\IT-II-IC?NN:(;\IT?ON DESIGNATION
NUMBER (DAN)
12 09 68319 |AUMS Form (Animal Use Medical Screening) Retain for 30 Years after NONARCHIVAL
Rev. 0 A medical screening program used to identify possible health risks for employees working wit| T€rmination ofEmployment ESSENTIAL
around animals in accordance with WAC 882, Employee Medical and Exposure Records then OPR
Destroy.
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